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POLICIESTaWD FISCAL REGUlAflONS * 

^ r\ ■ <( ■ ' ' ' ■ 

INT'KODUCTION. - . ' ■ . X 

The life and work of the University is under Ih^ control and direction 
of the Board of Regents . ■ The Boar<l is'responsible for general policy, subject^ 
only tOi the., laws of Texas governing .h ig-her-education heretofore anidvhereafter * - ^ 
passed by. the Leg-islature , and tg the Qoordinating Board, Texas ^Gpliege a^ 
UniyersiDy System . . * f * 

This documerU 13 an e'ffort to list and clarify policies in th^'^arirOus 
areas of Universi.ty life for the informatir6n of anyone concerned h^^^specia lly 
for the admintstration, faculty and students of the Uni\/erl5ity. For|/urposes. 
of order and ease of referenc^:^ theMoUowing divisions of policies^ have been 
made: Genera 1 Personnel , University Affairs , Academic Affa irs , Student Affairs ^ 
and Business Affairs . * 

Every employee should became familiar with the cohrplete .manual . Revi- 
sions will be issued periodically as need demands , , As policy changes are ^ « * . 
annoutneed, each employee should keep his manual up-to-date. Swiggestions 
for the improvement of University relationships are always most welcome^ ' 

GENERAL UNIVERSITY POLICIES #^ 

^ Senate Brll' No. 6 oLj:he 56th legislature, creating Mtdweslern 

University, states that it s^all be the >espons ibil ity of'the Uni'versity to' 

" . . . . teach the liberal arts and sciences of the first class'*' with ,such profeg^- 

sional programs as necessary . , in the preparation of 'its youth for the 

varied interests and industries m the sectiop in which Midwester'^n Univerlity"' 

is located " 15 - , • * 

* ■ 

Th^ foregoing has led to the following statement o^philosophy and 
objectives. • ^ V 

PljllLOSOPHY ' < 

The Board of Regents, faculty and staff believe: 

iThat Iho University is for, the s.tudent and that, in as tar ns poss.ible, 
a|:ional (Opportunity shall be provided for all el.igible students who can 
profit thereby, advocating (;;;;pns istentjy the pursuit of excellenct^, expecting ' 
^ of each individual tVie fullest development of his abilities , * " 

'^ 

That the University has a responsibility for providincj intellectual 
leadership|to its students and within its' comrfito of influence, encouraging f 
intellectual development through access to tl* accumulated rocordX^jf human 
expe/'ience/ unrestricted qi^jostioniny of old irJeas and rcsponsiblo inquiry into- 
the validity and^significance of .new uieasf * ^ 

That th6 integrity of teaching, research, and learning shall be nia inclined . 

-■ G - 
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.'That the University has a responsibility for the total persofl; therefi^re ' 
, i.ts educational program should consist of a broad curriculum o^ arts and sciences 
-to enable each student to understand fiimself as a social, intellectual physical 
and spiritual being, and adequate professional education for each student to , * - 
achieve competence In his chrosen fi'eld. 

> „ • • ■ ,; • 

♦ 

SCOPE OF ACTIVITY 

In ordpr^to provide a prQgi;am within the framework of the philosophy ' • 
stated, all functions will be integrated into the following areas: Instruction' 
and Research,. Student Affairs, University Affair§> and Business Affairs. 

OBJECTIVES 

To accomplish the purposes implied by its philosophy Midwestern 
University accepts the following responsibilities and objectives: 

, To make its, opportunities available to those who arp ^ligibld^for admis- 
sion^through- comi;)letion of ser:ondary education or^n equivalent preparation, 
an(ji who are willing to accept the discipline demanded by excellence. 

To provide a program of the highest possible academic excellence 
which from a** basis of knowledge fosters a process of decision-making based 
on logical habits of inquiry, analysis and evaluation, and competence in 
communicating to others the resuHs of %such efforts.. 

\ 

To provude both at undergraduate and graduate levels the opportunity 
for such specialization as will prepare the graduate either for immediate 
employment. Of for advanced study*, and to exhibit and implant an awareness 
of man's inability to ever complete- the process of education. 

. To provide for the needs of the superior student and to instill in him 
the realization of 'his greater responsibility to socie^ty. • . 

)•.■•■ 

To plan and conduct the University's program^of student services and 
guidance in terms of each student as a person with individual needs, abilities 
and.potentialili^jl^ , * ' t w 



To4prbvide the inspiration and means, both to gra4uate:s and to-the 
coramunity at large, for continuing intellectual dev(4ppmeat\b%'y^nd the years^ 
of formal education. . • 



To provide, through the attitiades , actions and progr^s of lhe.Uni\^ersiLy,pf 
an example of adherence to the broadest democratic, ethical and acaciemic ideals 
to Lho^ end that th^ individual may develop tlj^ wisdoTfrand dedication requisite 
to assuminq a role of leadership i-n a free -society 

* * 

. To provide m graduates the kind of informed,^thouyhLfulidnd constructive 
persons who know how to think, tcy evaluate issues, to distinguish truth froh" 
erroiJ and who possess an apprecidaion of the cultural and aesthetic values of life. 

Tq conduct a continuous study and' evaluation of the University's philosophy 
and objectives irrbrJer to i];5yDure their validity in a changincj culture and to endeavor 
at all times to achieve consistency of actual practice with [hem. 

> < 'C ^ ^ 

BASIC POLICIES OF THE UNIVERSITY 

As'qeneral guides in the -achievement of our objectives, the following, 
overall policies.^have been established: 



ISA 

MidwYs^Eern shall operate m the'public inCeresU, seeking to serve no 
private person ^ private segment of the F^iiblic to the disadvantage of'either the 
^\.^hote<or any sd^ment th.ereof. ' \ - 

■ a0u<3l ity sha 11 ha^(j F)rocedenco dvor all other considerations. 

/The University shall always act- with integrity. 

The University snail strive for justice and equity m all its#dea^ings and 
relationships . - ' ' ' 

Tlie Univ^'rl^y shall hp ?iodicatod. to a F)olicy of academic freedom. 

*The Univer SI tv>^ci 1 1 support the law regarding discrimination againr,t 
persons becausf^ of fac^', K^igion, c olor or national orujin which r(*ads follows- 

No olficfjr or (jriipioyuo of thc» state or of a f)olitK:al subdivision ot thu . 
slate, wht'n actiruj or j^ur f)or 1 1 niji „to act ,n his olhcial Ccipdc.il'/. niay:' 



rrfuso U) fMTiploy a f>nrson bocausp of pen son's idoc, 
rphgiQn, color, or national piujin; 

( . 

Jisohargo a fj^-rson Irorn nniployrnorU bcvcausr oi [^ht_» f^'-rson's 
rjotj, r(»[i'non, ccjior . or Ha t lona I'or nj in; 

^oluso to issuf' a licons(?, [)cMrnit, yr oen 1 1 1 i c.j t ^ tod-fj^rson 
f)ecauso of [person's race, rolicjion, oc;lf;r , or najluyiicjl orKjiri; 

rovoko or sus[>erui the liconso, [jorniil or corhju cjfe ol a 
[)(i\^on because of tfio [Muson's race, rolicjion, ccjlor, or 



V 



national origin; 



refuse to permit a person tp use facilities open to th^ piublic 
.'^ ' and Owned, operated, or managed by or on behalf of the state \ 

or a poli«tical subdivision of the statd*, because of the person's ; 
V ^ race, religion, color or national/origin; . . ' * ' 



refuse to permiit a person to partici(pate in a program owned, 
operated, or managed by or on behalf of, the sta^e or a political^ 
subdivision of the state, becajjse of the person's race, religion, 
color, or national origin; ^ ■ t 

refuse to grant a benefit to, or impose an unreasonable burden 
upon, a person because of the person's race, religion, color, 
or rjational origin; , ■ 

refuse to let a bid to. a person* because^of the person's rac?e, * 
religian, cofor, or national origi^n.; y 

The prov^ions of this Sect'ion t^o not apply to a^ public school official 
who is acting under a plar^ reasonably designed to end discrimirftitory • 
school practices . / 

/ 

It shall be the irrevocable polioy pf this' University to support. loyally 
the spiri,t and , processes of constitutional government in this IJnited States of 
Arnerica, and the Security of this nation." 

General University policies related to specific situations are as follows;^ 

That it be the policy of Midyvestern Univ-er^ity to recoqnize alumni, 
former students and other friends Qf the Unive;;gity who have. distinguished them- 
selves and thereby brought honor the University and'credit, to themse^lves*. 

\ That an organization, institution or foundation may be aijpo so recognized. 

^ ^- That the forms ofTeco^nition be two; (1) a Distinguished Service Avvard 
ami (2) a DistingjuishecJ" Achievement Award. . ^ ^ 
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• • . / These speciial- r^cognitioi^s shall noL be confused. with the conferring 
of^hoiiorary degrees . ' . " . * 

" \ Distinguished Service Award 

Those considered for this aWard may be alumni; former st/idents and 
other friends of the University arjd less, frequently an. or'g^ni^ation / institution 
or foundation; * ^ ' . ' 

Outstanding service in a j::ombination of two or more of the follbwir^g 
•areas or an especially. distinguished and signifiqant record in one area of 
service, shall be ^he basis for nomination: (1) Outstanding s6rvi^ce arid 
dedication tdr the Univ^ersity sustained over ^ long period of ^ears; ^2) evi- 
dence that the nominee has -added to the prestige of the University*BecdU6e . 
of .honors achieved through service to community, state or nation; (3) the 
recipient should have dem-pnstrated l^adershi^ in hi^ particular field through^ 
progrefiSJ' and Auccess in his profession or business and through recognition by 
his colleagues and competitors; (4) . although not ^ necessary qualification, 
impressive creativity in artistic, literary or scholarly fields' would enhance 
qua^lf ications of a nominated person; and (5) high moral and ethical standards 
in personal and public hfe. should be characteristic of tlje nom'inee-. 

. ^ • ^ ^ , ^ ' ' . 

rFor alumni and former siudents approximately ten years should have 

elapsed after gradua4:ion before noiViination. / . 

Persons or organizations , -institutions and foundations mfiy. be norjiinated 
by an^ a lu rr.nus , former student or* other friend of the .University.. . " • ' 

-A Selec::.tion Committee of Regents shall be appointed by the'chairman of 
the Board of Rogents, and may include representatives from the alumni, fornftr 
students, faculty,** students and citizens* of Wichita Falls and surrounding area. 

. This committee shall make recommendation to the Board of ^Regents for 
final action of persons and perhaps organizations, institutions or foundations 
'Selected 'from the list of nomg::tet)S. ' Should no nominee in either'or both c^ate- 
gories qualify in the minds of the committee, the award may be passed 04/er i^n 



any one year. 



The persons and/or organizations, institutions or foundations s,plocted ' - 
shall Be ^iroson-ted' with , a. written citation and awarded a suitably (engraved ' \ 
plaque at 'the annual commencement., 

^ Thr^ namei of each pi$ting^uished Service avyardee shall bo engraved on 
a plate^to be adiled^to an appropriately engraved jjermariont plaqiK^ which shall v 
-hang m th.o main foyer of the AdministratMDn Building c>r at such other ^jlace as 
ma^^ be selected by the a(JrnirMStralion of the University. \ . 

* ' ^ Dis tUKjuished Ac'hiovcmen^.' Awar*l 

The regulations qovornincj the Distinguished Achievement Award", shall be 
tiie same as for^the Distinguisheci Service Award except (or the crltcnia for nomina- 
tion, and that organizations, institutions and foundations cV<-' not to be cons^'idered 

-5- i.0 • 



Whereas the purpose of the Distingms^p^l^S^rvice Award is to show 
appreciation for outstandin(^ and^ noteworthy activity whl^ch is beneficial to 
the uViiversity and community, state or nation, the purpose of the Distinguished 
Achievement Award is recognition of outstanding and»noteworthy creative a^tivit^ 
in a chosen field.- It may be literature'/ research; a* pr9fe§/4ion such as law, 
medicine-, teaching or en-g ineering , or in invention or any field irf which the 
pers^r^has concentrated as'his chosen area of stud^ and contribution. 

\'^^ The recipient should be a person of high reput^atiori , to. whom the 
presenting of an award would bring prestige to the Univ^s^ty. ^ * 

Naming Buildings 



Meritorious service to the University through an extraordinarily long 
period of years of service or extr-abrdinary merit -for a short^r'time shall be 
the basis for narr^g a building for a person. At least five years shall have . 
elapsed following liis death before such recognition is jnade. \ 

A gift providing for at least one-half of the cost of a building and equip- 
meAt may be a sufficient basis for naming it after a person ,vjjliving or decea^sed. 

Classr^m or^ other academic buildings shall include the name of the 
field or department housed^ therein. This name may be preceded by that of a 

person as determined in (1) or (2) above. Example: Hall of 

•Sci'fence or ^ Science Hall. 

, — ^ Exceptions ib any of th.e preceding provisions shall be. made only by 
unanimous consent of all members of the Board of»Regents . ^ 



••• • , . \ PARTI 

GENERAL PERSONNEL POLICIES 

■HI ■ ' 

The foUowing jre poUcie^nol included under fiSc:dl rogu bat ions- but 
which are related to personnel and their relationship io'thb University'. 

SECTION 1. ADMISSION TO UNIVTRSITY EVENTS ' 

Each member- of the full-time staff is entitled to mo admissions ^o 
University events upon*presentatlon -of JN C). card (not included ^re' eveiTts ./ 
sponsored by campus orga'nizatip'ns) . V\Aiere' reserved seats are'involved ^ F 
.(season ticket or one,pQrfoi;marice) , these must be secured from the proper 
'source gratis or for whatever fee is charged. In order^to avoid embarrassment, 
holders of I.D: cards should check ^ahe ad of time with the Office Qf the'Vice* 
President for Stucjent Aiffairs concerning the vaLdity of such cards for special 
attractions. The second individual admitted on the I.Dv card must be present 
for admission with the holder. Children. of staff members, if .un(2le|' 12 years 
of age , may jDe admitted free; howgVer , • in the case of reserved seats , each 
individual must have a seat. All' staff members -are encouraged to^attend 
Uniyersity-^/vide events. Re^tired personnel receiver a permarfent I;D, card • 
which entitles them to foil Univer'sity privileges. ^ ^ 

. SECTION 2 POLICIES RELATING TO - 

' . * ' ' • AUDlTOniUM, CENTER, ARENA tHEATER . 

CENTER DIRECTm, AND- ' ' , 

PHYSICAL EDUCATION building' 

Tjie use of the Audi toriunip Center and Arena Th( ^atf :r is lirnittni to cam- 
pus and State-sponsqred activities and to pro^'rams dir(iclly reldtod to thc^ 
educational and cultural pr9yrarps of this Univer-sity. 

1/ General Programs : In programs w^hiich /oquuf? no scene^y or props . 
other than the ijenera\drapes , lighting, piano and rostrum, the 
custodian will set up,Y*pc^rate and rrfstorf.? ord(?r. ^ 

'2. Product ions : In plays; bcind and 'chou conctnls, ta l<»ril . shows , 
etc., involving sets*, props and slaqirlq othor than Llial iifj(?cifi.ed 
for small general programs abov^, rh^ prc'iuc'tu)i; iir^-ciors will be 
entireW responsible for Ll}o provlsior^ aud op* ration and for cofnplele 
resLoraVfbn to proper order at thcj closf* of llw show and its rehoar^- 
' *. .als/ In c3^ of lafgO productions, 4d hours- may \)v allowc?] for' 

complete' clean-up , (App31ios lo [no ductjgn s n<j c;rY w(. (}knncjs , - 

I.e., -Saturday and Sunday ar(? 'riol (* xprjif)L.) ' 

... . - ^ . . : . 

All programs and alli(,)d rohf?'arsaKs rnu::it hr* sclwidiiU' i at UmsI. 4H hpurs ^ 
in advance . ^ ' , . ^ ^ 

Major, productions have prime usopf the air.iit.(^nur:i' t.woJu7oi'I^,s prior to 
oiDfeniag night. Production rehearsals may- bn bookfjd s i:< wfjf [)rior to opening 
night. However, such production reh'earsa is- my5;t. yicUl l() lh('1)o6kinq of oLhor 



. programs and their allied rehearsals up to the .time when the production 
':; suijies. tfte twb weeks' priority. "(Not applickble td.the Arena^heater.)- 



'.The Arena Theater will, not be- rented ^xcept in exceptional circum- 
stances and only then, after clearanc'e with tlie Department of Speech and 
Drama. / * ' ^ ' ' ^ s» " 



1: 



. ■ ' After all general type 4^rograms and rehe^rsa^ls /'the entire staqe area, 
■ including the backsta^e'and^ings r must be restored to proper order. ^ 

:■/' ■/' At the* termination of all. classes'/ productions and rehearsa-lsj the.* 

. teacher or director in charge is responsible for. restoration to proper 6rderas* 

.". outlined in the imrnediataly preceding item. > •. > 
• )' , . • » , ► \ * . . ( - • 

In bdbking the facilities listed herein, proper allowances ofvltime 
must. be' reserved for the reguj/arjy scheduied operation of custodial and - 
^' \ maintenance services. ; ■ ^ L ' ' ' ' 

'The duties of the' Cehiter Director Nshall be the 'following: 

*^ 1.' Responsible f6t the booking of all events' taking place in the 

Auditorium , Center and Arena- Theater. (All pr;pgrams cind 
rehearsals.) ' . ' . - 

• ,.• > ■ ... ■ . " • - . . ■ ■ 

~2. FacilLtie^ will not be reserved for Student!" functions xintiJ^he 

functiron is 'appro^d in^the Off ice. of the Dean of Students. ^ 

- r^, . , • ■ • ' ■ ^ ^■ : ■ . ■ 

.3. Responsible for setting up, the functioning of, and, dismantling" 
^ of programs'.^ ' \ ' ' . ■ ' ' '■- ■ 



,4. Coordinating^ the duties of the auditorium custodian with the 
"Custodial Supervisor. ^ ' - • 

5. Maintaining a stage door bulJ?|^tin board upon which shall be 
posted a weekly ad^nced ^calendar of auditorium events, in- 
cluding al-l scheduled programs', rehearsals and classes. 



■ The building use policy for tlie Physical Education Building shall be' 
as folTows: • - ' ' . . ; 
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- General Pol Lci^ 



•Sch^4uling of qlasses, athletic contests, intramural activities and all 
special functims of the Physical Education Building shall be the responsibility' 
of 'the Chairman of the Physical Education .Department. All approved aptivifies**** 
will. J^g supervised by the authorized University personnel. " \^ 

^he Physic'al Education Building and facilities are available only to' 
Midwestern University students, faculty staff and imn^ediate famiii^s or guests, 
•^Discretion should'be used^nthe numbeV of g*ues)ts.^ II this^privilegX is abused^ 
the privileg^e may be abplis.hed. Guests must be* accompanied by their host/ and 
.^:onciuct of the guests i^s the host's responsibility.). This use wiirbe controlled 
by checking students'. t.'D. cards and through registration by faculty, staff and . 
guests . . ^ ' \ ■ ' * ^ ' " • ' 

■ ■ ^ ' . • . " '"^V^^. ■ ■ ' ' ■ 

Explanation . . 



The coliseum portion of the building contains 14 offices, 4 classrooms, 
1 dance room, 1 weight- training room, 2 research laboratories and 'a playing 
surface which is^designed to be used for badminton and volleyball as well as ' 
bas.lce,tball classes . Because of. the buildingyd'esign, any activity sche'dufedln 
the coliseum could disrupt 7 classes each hour, 

■ ■ Applying for Building Use ^' _ 

Written applications requesting the us^ of any part of the Physical • 
Education Building must be submitted to the Chairman of the Physical Education 
Department 30 da^ys priCr to the'intended use d^tfe.: R^quest^^ must include: 

1, Organization, person responsible, president and faculty-staff ^ 

advisor,, addresses and. telephone numbers* 

2. Nature" of the activity , . ^ - \ . ' 

. ... 

3'. Number of spectators anticipated ' 
4; Seating requirements 



^ - 5. Public address ^ystem requirfemer^ts 

%' . 

6, Lighting requirements , " ' " 

■ - -. ■ V - ^ 

7. Provisions for mass media (radio, Lelevisioru newspaper) 

■ ■ ' ) ■ . ■ 

■ The Chairman of the Physical Education Department will submit Requests 
to the Administrative Council for their action and when approved schedule the 
activity oi% the Unlrversity Master Calendar. Hfe will then make the necessary 
•a'^ngements with the Business Off%e, Building Maintenance and ConGessionaire"! 

4 

Q • Department Policies Scheduling 

The Department Chairman will maintain:, a master schediile complete with 
ail regularly scheduled activities. The intramural department will' assume the » 

• ft 



vTesponsibility for scheduling activities during all time periods not regularly 
scheduled by the Department Chairman. Individuals, groups^ or ^intramural s ^ 
managers should apply at the intrahiural office for recreation and- team practice 

times 4 ' . ' • * ^ 

. / ■ 

:C Student and Faculty Use of the Natatorium 

• ■'. ."-^ .>■•"■ 

Swimming periods are available for student and faculty use Qn schedule 

to be published periodically in the' University Bulletin ^ i 

0 Children under the ag.e-of 16 must be accompanied by a parent. A li^e- 
jguard will be on duty during student and fa^culty swimming periods/ Before . 
swimming all students must pre'sent their I.D. cards, wl\ile all other partici- 
pants will register at the pool. 

Dressing facilities for family members arew%vailable but permanent ^ . 
lockers are not available. Faculty members may obtain a permanent locker by 
contacting the Physical Education Department Chairman. A lock will need to 
-^be purGtes.^Ld frorrf the Department Chairman foi:'$^.25. 

V ^ Th^ weight-training room is available for student and faculty use during 
times when the room is not bemg used for tlasses. Please check" the schedule 
of cflasses to avoid conflicts . \ 

■ \ V - , 

Sauna Bath 

The sBuna bath will be turned on by 9:00 each morning Monday through 
Friday and it is availa^e to^students and faculty on a first com^'e - first served 
basis^. Bathers are requl'^^if ' to wear clothing 'Since both seijces will be usina.th^ 
facility. V ' ' ■ * ' 

Gymnasium lOl ' 

The gymnasium will be available for free play from 12:00 to 1:00 Monda 
througlv^riday . Both gymnasiums are reserved for intramural and extramural ^ 
play or gractipe from 6:00 P.M. to. XO:00.P,]vr. during the week. - S 

Coliseum 13 8 

The coliseum will be available for free play from 12:00 to 1:00 Monday 



through Friday. Food, drinks and cigarettes wifl not be allowed on the gym- / ■ 
nasium and coliseum floors . > \ ^ 

. . . V - 

.•\ ^ • ■ . . • . 

'^Holiday and ^eekend Schedule 

The building will be glosed during holidays and weekends unlfess a 
Physical Education faculty mfember is willing to assume responsibility for'build- 
ing i^se and obtain^ appr'oval frbm the Departirient Chairman, 

SECTION -3. CREDIT UNION ' " V 
* ... . w ^ 

The Midwestern University Credit Unian is a State-chartered 'Oredit' . 
Union,^ with assets of approximately $200,000,*» which Serves exclusively the 
^employees of Midwestern University.^ Requirements for membership are as follows 

■ Ir- Ap-plicant must be on the payroll of the University and have a contract. 

/ 2. /^pplicanr must purchase at least one share ($5.00) and pay entrance 
fee^(25<^). ' , ' ^ ^ * ' 

■ The primary benefits offered the members are (1) c^sh loans and (2) a 
safe and profitable depository for* their savirrgs. ' . • . ' 

Loan Policy: • ' 

" ■ \ 

1. Members may borrow up to one month's salary unsecured (signature \, 
only). ^ ■ , ■■ ■ ^ ' 

2. ' New members' may initiate a secured loan immediately after employ- 

ment; however, a minimum requirement of three months of continuous 
employment is 'mandatory before a-signatyre loan may be initiated. 
/ ^ ^ " ^ ■ 

3. Interest rate is 1% of 'the unpaid balance per month, and all loans' up 
to $ ID, 00.0 carry mortgage cancellation insurance at 'no cost to the 
member. 



1. No lifn'it on amount me-mbers mby. deposit . 

2. A special insurance benefit goes into effect in the event of the death 
of a member. His beneficiary receives double the amount the mes^^mber 
has on deposit up to $2,000, e.g. , if a member has $2,000 on , , 
deposit and dies, his widow would receave a check for $4,000. 

3. The Credit Union is a non-profit organization. A*!! profits go to .the 
members m the form.^ dividends. ■> 

4. Something to bear in mind - no member of any credit union ha*s ever 
lost a dime in the State of 'Texas since the first credit union was 
founded in 1929 . 

IG . ^ • 



SECTrON 4. DEMONSTJ^TIONS 
AND UNLAWFUL ASSEMBLY OF EMPLOYEES^ ' 

* Any employee, of Midwestern Uni/^sity, including any member of the 
faculty or administration, who, acting either singly or In concert with others, 
obstructs or disrupts, by^ force or. violence or by s<;ated threat of force or vio'lenc 
agiy teaching, research, administrative, disciplinary, public service, or other 
activity authorized to be held or conducted on the campus of Midv^estenn 
University ma/ be subject t^dismissal ©s an employee. "As used in this regula- 
tion, the words' "force or violence"' include such afcts as "stand-ins," "&it-ir>s, 
and lie-'in&, " when such acts are in fact obstructive or disruptive of any of the 
authorized activities Ipsted above. 0 . < • ^ 

Section 407 of the Department of-HeaUh, . Education, and Welfare 
Appropriation Act of 1970 (P.L. 9 1-204) p^Vovides: 

^ "No part; of the funds appropriated under this act shall be used to 
provide a loan, guarantee of a loan, a grant," the salary of or any^ 
- remuneration whatever to any individual a^iplying for admission^ 
attending, employed )Dy, teaching at>o&r doing research at an 
institution of higher education who has engaged in conduct on or 
, /after August 1,'1959, which invdlve^ the use of (or the assioStance 
' '-';[ to others la the use of) force -or the threat of force or the ^izure 
of property under the control of an institution of higher education, 
to require or prevent the availability of certain curriculum, or to 
prevent the faculty, administrative officials; or students in'such 
• institution front enga^ging in their duties or pursuing their studies * ^ 
at such institution." , 

^ ^\ _ 

, SECTION 5. DRUGS 

Midwestern University does not condone the possession, use or 
distribution) of marihuana, LSD or other hallucinogens and narcotics by its 
students. When there is evidence that a student is ^possessing , using' or 
distributing such drugs, the student will be subject to disciplinary action. 

, The degree of disciplinary "action taken against any student will be 
termfned by the circumstances^ surrounding each individuaT case^ and may or 
may not result in suspension from the University. , y 
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SECTION 5A.* EQUAL EMPLOYMENT OPPORTUNITY 6c AFFIJIMATIVE ACTION POLICY 

Legal ^nd Policy Basis for Affirmative .Ac tion Program/ 
✓ - - 

k: Purpose , . 

1 

The policies and the programs which follow ^re designed^^to. effec- 
tuate equal opportunity in ^mp loymerft^^and in all other personnel 
functions and are a part of the Policies and Figcal Regulations of 
Midwestern University, ' * 

They shall. also incorporate state and federal regula.tions and Ex- 
ecutive^orders pertaining to Equa.l Opportunity and Affirmative 
Action Committments. The Affirmative Action Programs which follow , 
\ ih the facujl^t^ and non-faculty areas respectively, are designed to'>. 

promote the jftulf realization of Equal Employment Opportunity /re- 
sulting in-^'cjMtive continuing result-oriented programs throughout^ 
, the entire University organization, . > ' 

B. President's Statement of Policy ' 

In addition tp a moral commitment and obligation to eradicate disr 
crimination based' on race, color, age, religion, sex and national 
origin, ^Midwestern Uniyersity seeks to -comply with Executive Orders 
#11246 and #11375 which provide for the promotion and assurance of 
-.equal opportunity for all person^ employed or seeking employment 
^with government -graat-ees, contractors or with contractors perform- 
ing und^r federally-assisted construction >contract8. 

Midwestern University's pdlicy of .non-discrimination and equal em- ^ 
ploymeut. opportunity has been affirmed and reaffirmed by the Presi-^ 
dent and has been publiished in the Polici^es and Fiscal Regulations 
of the University. We recognize that the passage of laws asserting 
equality for all do^e? rtot i^emove personal prejudices; however, as a 
major social age'ri^t, we;; seek to ensure equal- employment opportunity. 
• With an equally strong thrust of sincere and voluntary effort on the 
part of all faculty, administrative sand management staff, the Uni- 
versity can advance the total employment posture toward full and^^ 
equal participating of all employees- in opportunities available at 
Midwestern University. 

The Univers'^ity shalfl^ s trive for positive implementation of the "Af- 
firmative Action Program" contained herein to achieve an improved • -' 
, and balanced occupational representation of minorities and women in 
all areas of the ' UniVersi ty . ^ 

The University" shal'l strive to remain an educational leader by follow- 
' ing a practice of unyielding, obligation to recruit and employ the bes>t 
^ A academic and ataf f personne 1 aval lable- by basing the sel^ctiohs on 
/ realistic job related qua li f ica ti'ons . 

1 ^ ^ • 

The prograin that follows presents a positive guide for all the aca- 
demic sta|f , administrative officials, managers and supervisors to 
vgrant and provide additional opportunities to racial ^minori ty group 
members and women who seek to -participate more fully in the life and 
growth of the University. 

Periodic reviews will be mad^ to identify areas of imfealafice and tt) 
assure that the program is being /rul ly and constructively implemented^ 
Sincere and cooperati\^e compliance is necessary--any thing less will 
be considered social ly unjust and unaccept*fi|ble . - * 



•12a- 



18 



1 



^ It is understood that Midwestern Utiiversity will be in violation o£ 

both Federal and State , laws if its responsible academic, administrative 
and s'taff members fail to carry the provistons of the Affirmative 

Action programs outlined in Parts IT and III in any respect less than 
the full good faith, iifiaginatidn and positive attitude which has so 
admirab^l}^ characterized the growth and development of the University*. 

II- Equal Employment Opportunity Policy • . ^ * 

The University intends to be a good employer. To demonstrate this intent, 
^ the Univetsi ty is golded by these f^ir employment principles: 

The University, as an Equal Opportunity/Affirmative Acti6n Employer, 
shall provide qualifired applicants an opportunity to entfer into and 
continue ifn University employment without, regard to race, color, sex, . 
religion, age, national origin , or marital status-. 

The Uniyersi'ty shall always s§ek to employ the besj^ qualified person 
available for a particular job. ' . ' , 

The University ^hall endeavor to providlB- posi4:ions for etnployment and 
career opportunities as far as possible.- ^ " 

^ \ The ytiiversit.y shall strive- to compensate eacl^ empl'oyee in tj^e most , 
equitable manner. "* ^ 

General Equal Opportunity Policy • . ' 

In all manner and respect, Midwes tern*tJnivers i ty vs an Equal^ Oppor tuni ty ' 
Employer and sltf^ll offer a pragram of Equal Educational Qpportunity. 
' <^ * - ' 

It is t^ie policy of Midwestern University to take every avaij^^||j3'le qppor- . 
tunity to assure that each applicant offered a position at the University . 
shall have been selected on the basis of qualifications, merifand profes- 
sional . capabl^ties alone,, without regard to race, creed, color, sex, age, 
national origin or maritdl status. ' ' 

. If is further th^ policy of the University to be in voluntary, compliance 
witja any and all st-atuies, regulations and eixecutive orders which deal with 
equal opportunity and non-discrimination regardless of whether such statutes,, 
regulations or executive orders, be of fedejral- or state origin. 

( ^ . ■ \ 

/ 
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The Univei>SLty subscribes to the fullest extent to the principle of the 
dignity of all men and of their labors. . In order ' to insure complete e^ual 
opportunity, the University sha 1 1" act^ive ly recruift applicants for positions 
^ from all seginents of the population of our community and state. 

iir^ Scope of Coverage ^ ^ 

This p'rograni applies equally to all administrative officer.s, facul^iy, staff 
^ and student employees, and applicant.sk for employment at Midwestern University, 

•Wichita Falls', Texas. . • 

IV. I^esponsibilities * ' • • , 

A. Policy 

- . - . _ ■ • ♦ ' * 

The^ respons ibi 1 i ties . f pr implementing a. positive Equal Employment 
opportunity program within the 'entire University *)rgan izaticjfe rest 
with the University President, Vice Presidents, deans, department 
heads, and the -entire supervisory staff. 

/. 

• B. 'Chief ^qual Employment Opportunity Officer y ^ * ^ p 

The President, of^ the University or his designated Vepresenta t i ve will 
• carfy 'out the\^ties of the University's Equal Employment Opportunity 
• Officer. He wi 1 1 ^De; respons ib le for insuring the establishment*, main- 
.t^nance, coordinat ion.and ii^ip lementation o^ a positive, continuing 
^ - program to ^promote Equal Emp loyment • Oppor txini t ies throughout the en- 

tire University organization. ' 
\ 

C. Vice-President for Academic Affairs ' 

• ' ■ ' 

^ • Persons designated ' by the President sha 1 1 *'^ss is t him in discharging 

' • responsibilitfies in faculty emplcJyment matters. 

"D. Vice President for Business Affairs • ' " 

^ The Vice President for Business Affaliirs is designat.ed to assist' in 

developing,' implementin'g and maintaining the University's prpgram df 
Equal Employment Opportunity in th^tion-facul ty area. 

The Vice President for Business Affairs will be responsible for- im- 
plementing the following: 



A 



Provide direct assistance to all employing officers' in pro- 
moting goals of pr6gressivG personnel management, establishing 
guidelines for affirmative action programs and contirk^lly 
apprais ing'xme ef f ec t i-veness of the programs . 
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2 . Main ta in e f f %c ti ve liaison with civil ri^its groups , inter- 
ested community groups and organ i,za t ions and to communicate 
to tham the University's Equal Employment Oppor tuni ty^ Pro- . 
gram and its progress. ^ / 

3. Appraise the job structure, employment, promotional and train- 
ing practices of the University as they relate to Equal Em- 

p 1 oym'fe^it Oppor tun i Ly . 

4H Provide supervisory 4nd managerial personne 1 • wi th rescfurce ma- 
'^"'^ terlal and assist in "^T^e development of training programs to 
encourage personnel to continue their education. 



5/ Through the implementation £)f a training program assist .em- 
ployees in upgrading their skills and level of development. * 

6. Assist in the dis tf ii>uti^on and communication of the Equal 
^ Emplojfment Opportunity policy and program to all concerned 
^ • and be responsible for di's tribution of non-discriminating 

^ posters as required. * • 

' , 7. Perform other, duties as required and assigned,. 

V. Definitions b'f Terms and Brief Tel^t of the Laws ^ ' 

Equal Employment Opportunity: hiring or prpmoting of any person based on 
the individual's qualificationa, without regard to race, coloi;, creed, re- 
ligiorf, sex, age or national origin- 

• " "Affirmative Action: doing whatever is 'necelsgary to provide additional job 
opportunities to persons who*have not be^n given these opportunities. before . 

^ ' ' ' . • . \ 

Equal Opportunity Employer: an employer who /pra,ctic^s thd meaning expressed 

above . * « ' v - 

■\ . r 

Compliailce Reviews : reviews conducted w^h *or. without notice to the employer 
'by various governmental agencies to deteJRinb the extent to which the employ- 
• er is meeting his Affirmative Action obligations. ^ ^ * 

The stdff of the Office of Federal Contract .Gompliance , UJ^ S. Department of 
Labor and Health, Education and Welfare, are authorized to investigate com- 
plaints of sex discrimination by a^l federal contractors or sub-contractors. 

VI/ T6xt of Non-Discrimination Laws 'and Executive Orders Applicable to Midwestern 
University ' 

tie VI of the Civil Rights, Act of 1964: forbids .discrimination ifi employ-' 
ment in any federally assisted program or activity which has a primary purpose 
of providing employment. ^ 

• * 

' Title VII of the ^Civil Rights Act of 1964: requires employers/* unions and 
emp^oymer\^t agencies tp refrain from discriminating against persons because of 
race, c©lor, relig^ion, sex, age "^r national origin. 
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Executive Order 11246 - Tart II: Non-discrimination in emplojmient by govern- 
ment ^contractors and sub-contractors. Part^III: Non-discrimination in fed- 
erally assisted construction contracts, etc. 

Contract^ors agree not to discriminate agaipst any employee or applicant 
because of race, creed, sex, age, c^olor or national origin. 

Contractors will* take affirmative action to insure that applicants are ' 
employed and that employees are /treated equally during employment with- 
V out regard to.t^ieir race, creed, sex, age, color or national origin in 
• procedures C|Jkcd to emp,10yment, upgrading, demotion or transfer, re- 
cruitment , '^jj^^ti sing, layoff or termination, rate of pay, selection 
for' trailing and other related functions, 

• ' \ ^ ' ■ . ' 

* Executive Order 1 1375: Covers/Equal Opportunity for women in the federa'l 
government ^nd employment by ^edera I contractors. This order is an amend- 
ment to -Executive ijrdcr 11246 outlined above. 

Equal iPay Act Undet The Fair Labor Standards Act: Provides it shall be un- 
lawful employment practice' for any employer to differentiate upon the^jj&sis 
V of sex in determining the amount of wage compensation to be pa»id. 

/ VII, Policies Regarding Facu Ity Members ' 

Periodic review of the work force ^hall'be made and a sincere program of 
compliance with the policies contained in this policy shall be adhered to, 

A, Proposed Action 

I. Directives will be issued on a continuing basis to all Deans 
and Department Heads emphasizing that employing officers at 
all levels ate expect.ed.to make special efforts to increas^ 
the number of minorities and women in the University work 
/ ; * fojrce, in ;3o far as is/consistent wifn the availability of 
*: J ' ^ qualified applicants. { 
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2. ^TTie employing officers wlH.1 be expected to take continuing 
5teps to remove any existing inequities for women and mi.nor- 

" \ 1 1 i e s . ' 

3. Consuita£ive ass'istance will be provided to the employing 
officers in recruitment methods and procedures with which to 
acquire minority . .'v^and women applicants. 

B. A'ffiVmative Action Program: Faculty ^ ^ 

1. Authority and Responsibility. 

NThrcmgh ,the Midwestern University Board of Regents, the Presi-. 
ayn_t^_of the University has the overall authority and responsi- 
\ billty for ensuring that the Affirma,tive Action Program is in;- 
) plementod in both the faculty and staff (non - teach i ng) areas. 

Tht,^ University's Vice- Presidents, Deans, and Department Heads 
wi 1 1 share in the author i ty'ancl re spoons ibi 1 i ty for promo t ing 
and insuring Equal Opportunities among academic personnel and 
maintaining appropr i ate, records as outlined herein. It shall 
be the duty of each to insure compliance within the spirit and 
^ letter of the University's Affir^iative Action Plan, 

' -12e- 



Personnel Recruitment and Selection 
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\. Recruitment litetature, newspaper aavertising and 

position announcements will carry clear statements .'of 
( the Equal Employment Opportunity Policy and will be 

^ ^ distributed to recognized sources of minorit^grdup *( 
and women applicants • 

b. Faculty position openings will- be disseminated as ' - 
widely as^possible by Deans and Department Heads. The 
requirements for each position will be fully and ac- 

\ curate ly described , . ^ 

c. Deans, Department Heads and/or others responsible for 
recruitment of ^faculty will make visits to ^blleges 

^ an(J universitres with predominately minority and womep 
students for the purpose. of recruiting candidates from 
f- ' doctoral ands other prog'ratns, ' . 

, * , - 

♦ * \ d. Deai^ , DeparttneVit He^s and/or others respornsible for 

^ !' . ' / the^recruiSmerit of faculty wil/' seek .assistance .from. 

. ** current minority and- women staff member,s ^in the pur- 

isuit of minority and female applicants. 
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fee. The University will insureXthat all resumes and/or 
^ employment applicci-tions are^properly accepted, re- 
corded', evaluated and responded to by those charged 
with the responsibility of recruiting faculty. 

3. Placement As-signments 

\ a.. Selection standards for the recrui-tment and selection 
of faculty shall .include, but will not be limited to: 

Educational attainment 
Scholarly achievements 
Experii^nce • 
> Leadership ability 

Appropriate technological ability ^ 
Emotional stability and other related criteria 
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b. All selection and promotion dec isions^ will be based; 
• solely upon an individual's qualifications for* "they a 
position, :with minority members and women given pJ'ef- 
ere'nce where qualification^ are judged equal to m.1 
' others. , ^'V-* 

V,' 
P 

Documentation of all- Personnel Actions / , 



a. TH^ qualifications of each applicant will be judged, 
in comparison to .the standards establis'hed far the 

- positign. .The extent to which each applicant meets 

or does not meet the qualifications for the position •/ 
will be documented and ^the records retained by the 
University. Consideration wiLl be given to pn'ist ex- 
perience and recommendajrions ^of colleagueg^ and other 
persons- sufficiently knu^wledgeable to'eval\iate po- \ 
tentia 1 . 

b. When qualified minority, or womeil applicants, or pros- 
iJective 'prcrmotees are passed ove'r, the person respon- 
sible^ for the final selection decision wi/l be re- 

' quired to submit written justification fx!)r^ his' de- ' 
cision to his De^n. ; 

. ^ ' .'' ■ 

c. Records of personnel decisions and actions will be 
kept by the University for a minimum of two years. 

5^ \ Assignment*, Promotion and Tjransfer Criteria 

- To the extent possibl"!!, positions will be filled by quali- 
fied persons . from within the academic of extension divisjon, 
faculty and' extensioji staff promotion criteria shall include, 
^-but not be 1 imited. ttij^^teaching effectiveness and excellence, 
research and scholarship," professorial stature and other cri- 
teria as determined by t^^e President. 

6. Performance Rating 

V 

Annually in anticipation of recommendation for faculty pro- 
motions and contracts. Department Heads review the Leaching 
** effectiveness and other professional characteristics of the 

^ ' teaching ^faculty. The report of tViese evaluations is sub- 
. mitted to the Dean in the Annual -Merit Rating. 

7. CompensciLion - ' , . 

m 

UniversU:y policies governing initial salary determinations , 
application of merit criteria in 'evaluating individual per- 
formance and the allocation of salary increases are issueci 
annually by ^the President of the University wixhin guidelines 
established by the Midwestern University Board of Regents. 
The University will continue to apply its basic policy which 
rewards faculty on a basis of educational aLtainmoni; demon- 
strated teaching and research effectiveness, and oLheV cri- 
teria* 

C. Continuing Goals 

The University will '24 
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•^-Strive to achieve salary equity in every job cate'gory regafdless 
of ra^ee, sex, age, religion or national origin,- 



' -^-^ ^Strive . to achieVe . a ratio of female and mitiority employment in 
' all positions in so^'^r as consistent; witji the availability^ Of 
qualified applicants, ■ " 

^ - ■ . • • ^ \ , ' ■ • • . ■ ^ . 

--Strive to increase ratios of female and minority admissions .to ' 
graduate programs, ^ - . ^ " 

VIII, Policies ^legarding the Non-Faculty W^rk Fo«rca * 

■ Periodic review of the work farce shall be made and ^a sincere, program of cpm- 
^ pliance with the policies contained in th^s^ policy shall be adhej^d to^ 

' A. Junior and Senior Administ.rative Group * , 

. Proposed Action ^ : . ' 



Iv Announce Midwestern University's job o'ppiortuni ties to place-/ 
njent officers of institutions attended Mnainly by minoriti^i^ 
and women; public and private emplojmient Agencies; professional 
journals and si-milar medlia^ when possibly, . . ' 

>■ 

.2. In addition to carrying out 'our internal pjromotional and regu- 
lar recruitment procedures. Business Office persdhnel and the'' 
'employing departments wi,ll,"\o the extent of th^ir budget ineans 
conduct recruitment visits to campuses of colleges and universi 
^ ties and technical schools, that are predominately attended by 

minorities and women. " 

» ^ V - . ■ . 

3, Identify and assign minority group members and womeid ettiployees 

to assist in the recruitment of prospective candidaj:es, 
* \ 

B- Craft-Maintenance Group 

Proposed Action . . * ' ^ 

^ 1. Through more recruitment efforts, encourage minorities and W9- 
men in the surrounding area who are .currently being occu- 
pationajly vinderuti lized to apply for entry level trade po- 
sitions- . , . ' 
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2, Require the placemenUof a suitable number of , qualified mi- 
^ norities and women into the craft- anc^ related positions as >^ 
they become v^c*ant / . \^ 



s 



Clerical Groups ' ' - * ' ' 

Proposed* Ac tioq ^ . , " 

1. .Rfivi^w present ability levels. all minority clerical staff 
* . . - members and 'determine promo G^ible candidates for upper level 

positit)ri^ ' - ' • ^ ' 

2. Promote the referra l of -accqptab'le candidates to any upper 
level opening available. . ^ , / 

3» Through .a continued education approach, guide mindriHy group 
> members in obtaining remedial ai^id additional traini^^ng to ren- 
' der th^m promo table to higher tl eve 1 positions. . » 

. .1 ' . " . ' • ^ ■ ♦ ^ 

ServicV? Group* . , J 

P<roposed Actiorv . / ' ^ 

Thi^ougK eTtVp'Ioyee profi'le and Job evaluation, conduct » individual capa- 
bilities analysis of minority group tnembers and women employed in the 
service anfi operative c lasses to determine persons who are trainable 
■"or promotable to the entry-level* craf t technical sjjpervisory or 
higher level occupatiohai group . * ' . % 

5 

Continuing- Goal s • . , « . 

The 'University will 

y ."Stti^e to achieve sa lary -^equi ty in every job category regardless 
^ -6f' race^ sex, age, religion or national origin. 

- --Strive to achieve a ratio o|^j:emale and nllnority employment in 
all. positions as to the av^fiTability of qualified applicants 

Affirmfittive Action Program - Non-Faculty and Student Employees, 

The University's current on-campus recruitment, se iec t ion' and hiring ' 
policy a-nd practices, in order to acoomplish a fair and effective . 
personnel selection^ will be as follows:- 

1 . Per Sonne I Recrui tme^ 

' a . Recruitment 1 i terature and announcements coveri hg job 
openings and rates of pay will be 'forwarded to state 
-an'd private employment agQncle£>; %ec^or)dary and toch- 
al schools, higher educational i ns t i t u t i(^^ ; in-^ 
uding predominantly minority Ins t i tutionsSvk 



r 



Acquire from recruitnjent sour-ces, .such as private and- 

publlc employment agencies., letters of c'onf irmatlon 

that they will refer applicants to the University wjth 

out regard to race, sex, a^e , religion or national 
origin. 
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c; Job announcements proclaiming the University as an 
"Equal Opportunity Af fixative Action Employer" will 
.continue to be placed in^ all publications, newspapers 
and other media without regard to sex specification 
in listings. . 

d. Job bulletins will be posited for the benefit of Uni- 
versity e'mployees seeking promotional opportunities • 

e. Prospect^.ifecruited by any employing supervisor will., 
be refe^xed- to the Business Oiff ice personnel' where 
appropriate University pre-employment evaluation will 

■ be applied before a- selection degision is made by 
employing- officer. - - 

f . ^ While attending -prof essional meetings and conventions, J 

professional staft members and others with the respon,- 
sibility of ■ mkking hiring- decisions will ^^^e efforts 
to identify prospective minority and A^omen sitaff mem- 
bers. > «r ^ ' , ^ • 

Interviewing Procedures " /. ' 

A, Preliminary interviews will be conducted by the de- 
partment head to as'sist in determining the qaialifi- 
cat&ns of each applicant.^ - 

•b» A high school education will not be^ prerequisite 
^ foi; any non-professional job at Midwestern University. 

c. Sc,reening of -applicants will be base'd on the quali- 

... fications required to meet a specific job. 

/■ ■ ^ . ' 

' d; Final interviews by Employing supervisors will be con- 
ducted to determine mainly a personal' evaluation of 
an • applicant . ■ ' 

Pr^Employment -(Testing ' . . 

'At the present time the University uses only the skills test£ ^ 
as listed; ■ ' . . 
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a. Clerical . ' * . , ' 

Typing ^ = - . • ' 

Shorthand ' 
• /■ ' Spelling ^ - ' 

Other applicable office machines * 

^ Craft Maintenance ** ^ ' 

Job re l^ed . . 

Refarence. Eva^luation ^ 

< Orai , written and telephome reference checks concerning an 
app^licant will be made with his /her , former employer (s), 
schools, creditors and others as required 

Placement Assignment - . ' 

- . * .* ^ 

. . a. Salaried and noti-saiaried personnel appointmeats with 
the exception of those employed primarily to teach at 
the faculty Level and major admin is'trative ^os i t ions 
, wi 1 1 be cleared first through the Business Office and/ 
or the President ^ r 

■ . • ■ - ■ 

'b. -Employing officers and supervisors will be required 
to review the applicatiojis of any prospect who h^ 
applied at the Business Office before making a final 
*** V. ' decision . - • ' . - - ^ 

c^ Placemen't .assignments wi 1 1 -be made* on the basis of . 
individual ability, background experience and the 
extent to^ which the person meets the^speci£\c re- 
quirements of the job. 

> ' Applicants who meet or exceed minimum job requirements 

will be referred to employing supervisors who are re- 
' sponsible for th$ final seTection decision. 
" , ■ 4 ■ ■ - ;^ 

Selection and promotion decisions will, be base(d solely upon an 
tndit/idual 's qua'^ if if ations for >«^ie position-^ wi^th minorities 
and women given preference where their qo^a 1 1 f ica t ions are 
judged equal to all others. ' • . 

Overall, the Business ' Of f ice wi^ 1 employ the total personnel 
assesspi^fxt approach in the evaluation of its app 1 icants , 
which means that- no single evaluative factor can be decisfve 
in do^termining the suitability af candidates for referral to 
the employing University supervisors 

Documentation of All Personnel Actions 

a, Bach applicant's qualifications or the qualifications 
of an employee under consideration for promotion wilL 
be documented in comparison to qualifying stan- 
dards appropriate to the position and t o other. Candi- 
dates 

■ • • ^' 

b. When apparently a qualified minority group member or 
woman applicant is passed over for an initial appoint- 
ment or promot ion , • the person responsible for the ap- 
pointing or hiring decie ion . wi 1 1 be requir-ed to submit 
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a written justification for his decision^to the. head 
of the University department involved and the Busfne^'s's 
Office, ^ . . ^ 

ki^ c, IJecords of personnel decisions and actions will be 
kept for a minimum of two years by the Busine'ss Of- 
fice, ^ V 

Compensation j 

It is the policy of' Midwestern University to maintain equit- 
able rate scales, through job evaluation of ,non-academic po- 
sitions and to recognize job performance ^through the most 
effective performance appraisdU procedures available without 
re'gard to race, color, sex, age, religion or national origin. 

Conducting periodic employee performance evaluation is the 
responsibility of the employing department head. The Uni- 
versity, through the Business Offic^, will have under con- 
stant review all the wages and salaries paid women to insure 
parity with men if their jobs are equal in terms of effort ^ 
skill and responsibility, ^ 

Except in cases where job classification upgrading occur, 
reasons for any deviation from the application of annual in-, 
creases within the grade will be documented and exj)lained to 
the employee. 

Salary and wage adjustment are ctjnsidered. annually and are 
based on a number of - factors which cbange from yeai; to year. 
The principle factors are: 

a , '^he extent to which entry-rate revision adjustments 
are made, 

b. Degree of performance. 

c. The availability of funds- • 
Job Eva^luations 

The Business Office will, to the extent possible, redesign 
positions, to more nearly fit the runder-utilized employee, 

\. / 

Identify persons whose positions require both high and low 
skills and redesign those positions to better utilize the 
high level skills of those employees. 
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9. Employee Performance Rating Program ' ' / - ' 

. . ^ The University, thrpugh its department heads arid the Busi- 
ness Office, wiJl eistablish an Employee Performance Rating Pro- 
, gram accentiag job performance plus merit and worth to the 

University. It will be. a person-job rating plan designed to ' 
match^ch employee -against his or her particular job. The 
_ program will use job analysis data written up in a job ,sp6ci-' 
- - * • fication as-Xhe scale of reference. At least 'orice annually, 

^ superior will review -with each subordinate supervisor his 
or her. job specification and select *'key result areas*' qn 
which the employee's performance will be apptaised. 

, . ' Perso£i-job rating results will be recorded on each employee 

and will be used by the supervisor to assist? him in job per- 
formance counseling; supporting transfer, promotion and dis- 
charge transactions; employee training and development; and 
in areas that will maximi-ze employee pol[:ential. 

IX. Equality of Work and Pay ^ ^^"^^ . 

The rates of pay and indirect compensation for employees- performing equal' 
work wifl not b^ different becaxise of any differ^ce in. race, color, sex, 
• age, religion or national origin. , 

To help promote salary equity in all staff (non- teaching) rankg and job ' 
classes, the Business Office will: " ' " . ' - 

A. Continue to develop job specif icatiops that , are strictly job related 
and clearly define all 4ihe major characteristic duties and responsi- ' 
bilities and the overall qualification standards. 

. • ^- Develop and. evaluate all. position description anc^ job specification 

forms before a new- position opening is posted- " 

C. Acquj.re position descriptions and job specifications on all positions 
notr' previously obtained by the Business Office. 

The Business Office will continue to receive-consultafion from the wage ands 
hour office ©f the U. S. Department of I^bor to insure that requiregients of 
the Equal Pay Act of the Fair Labor Standard Act are met. ' 

X. Audits 

Each Dean and Department Head must insure Equal Opportunity for all employees 
in regard to work assignments, training, transfers, advancements, and-^other* 
-conditions and privileges of employment subject to central University Per- 
sonnel policies and practices and the objectives of the University^wide Af- 
firmative Action Program. ^ - 

, Responsibilities will- include but not be*" limited to the following: 

A. Assisting in the identification of problem areas to determine if • 
objectives are being vttet on schedule arjd, establishment of programs 
geared to the resolution of^ problems^ ^ 

B. Periodic auditing of all personnel and Affirmative Action practices 
by managers and supervisors^ of the unit and thoSe of the Business 
Office to insure the objec^^i^es are being met. 



C. • Cpnducting periodic discussions with subordinate managers and super- 

visors to'b^ certain policiel' and programs are being followed, 

D. Insuring that all Equal Opportunity Employment posters are properly 
posted. ^ ^ 

E. Insuring ^hat equal treatment in all activities and benefits is 
accorded all minority and female employees.^ 



XI- Other Affirmative Action Impersftives - Faculty/Non-.Faculty ^ 

A. ' The University will repudiate' the following reasons and similar ones 

whea used as a basis for the rejjection of ma jority ,^ minority or fe-^ 
male applicants and the rejection of promotion prospects: 

1, The use of genetal assumptions of comparative emplojmient 
characteristics; eg. Women have higher turnover rates than ^ 
men; men do not do well in clerical jobs; men have less 

^* parental responsibilities; women cannot supervise men or 

women. . . - ' * - 

2. The use jDf stereotyped characterizations of minority and 
^ sexes; eg. W-omen do better in clerical or intricate type < 

work activities; women have uiuch higher rates of work 
absences . • / , ' • ' 

B. The University will accept women for jobs, that involve lifting, night 
work, a hazardous activity or similar type work activity ur\less sex. 
is a bona 'fide occupational qualification. 

C-i The Uriiversity will provide equal treatment of sexes and minorities in 
the pJrovision and administration of insurance coverage, contribution S 
amounts, educational and all other benefits, regardless of marital 
status or sex of the individual,^ ' 

XII. Training and Ledve Policy . ' ' ' ^ 

All training and leave opportunities associated with the training and develop- 
ment of academic, extension and staff personnel will be provided within the 
three staff groups and made available pn an "Equal Opportunity basis- 

All other ]/eave policies such as annuaj-, sick, military, maternity, leave 

without pay. and other leaves and policies will be equitably administered ac- ^ 

cording to .established policies of Midwestern University. 
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XIII. Dissemination of the University's Equal -Employment Opportunity Policy and Its- 
Affirmative' Action Programs " ^ 

A. Internal Diss*emination of Policy arid Program 

1» Provide a copy of Midwestern University Equal Employment 
Opportunity program and Affirmative Action Plan to each 
^Dean and Department Head. Employees if they wish, may review , 
^ t be Plan provided to their Dean or Department Head. 

2. Pr<3^vide all supervisory staff and those responsible for mak- 
ing* hiring decisions with orientation relative to the require- 
ments of Executive Order 11246 as amended by Executive Order 

■ '■> 
3.. Infafmation about Midwestern Uni"^rsity's Affirmative Action- 
Progtam will be published "iQ^itsm^ • - - 

' a, pniversity Bulletin ^ ' ' 

\ b. Policies and Fiscal RegulaCio.ns 

^ Co Other pertinent University publications - 

B. External Dissemination of Policy and^Program 

1. The University will inform employee organizations of their 
responsibilities by officially adopting and practicing non- 
discrimipation policies as prescribed by law. The Uni- 
versity will review i.t's contractual and governing provisions 
to insure that they are non-discriminatory and that a non- 

, , discriminatory clause i^' included in all agreements. 

2. The University will inform building contractors , sub-con- 
tractors and unions providing manpower for contracted Uni- 
versity construction work of their obligations to adhere to 
the principles and practices of non-discrimination and Equal-- 
Opportunity as prescribed by law. 

3. The University will incorporate the Equal Oppor tunity /Affirm- 
> ative Action clause in all contracts and agreements, etc., 

^ covered by Executive Order 11246, amended. 

XIY. Complaint Procedur<^, Compliance -Reports , and Amending Procedures - Faculty 
. and N6n-Faculty > . . . 

A. Complaint Procedure; ^ Faculty and Non-Faculty 

If an employee feels he or she has been discriminated against be- 
cause^ of his/her race-, color, sex, age or national origin, or with 
respect to his compensatiota terms , training, conditions, or privi- 
leges of empl^pyment because^f > race , color, sex, age or national 
origin may use the University grievance procedures as specified jLn 
Policies and Fiscal Regulations. . , ' 

i; 

. B. Reports ' . ' • 

j . The Business Office and others designated by the President shall 

have under constant review all existing Equal Employment Opportunity 
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policies, programs and procedures* As required, progress reports 
covering the problems, needs ao'd accomplishments shal'l be forwarded 
to the President of the UniverSity. ^ , _ 

Compliance With Federal And State Laws Prohibiting Discrimination 

Although the University strives to eliminate employment discrimi- . 
nation practices , by moral commitment, it shall comply with State 
and Federal laws as required and will display state and federal 
posters, proclaiming non-discrimination laws, on all bulletin 
boards in sireas oX^^mployment. * 

Amending Procedures x/ * 4* 

Any amen'dments and changes to this program may be proposed to^ the 
President by employing officers, minority and women staff members 
and groups and others designated by the President. Amendments and 
changes may also be recommended in accordance with Executive Order 
11246, amended, by the Chief, Contract Compliance Branch, Office of 
"Civil Rights, U. S. Department^ of Health, Education and Welfare- 

Non-Compliarfce . ^ 

It is understood that e^ch Univers:^ty di^vision wi'll be in violation 
of both Federal and State Laws if its . responsible academic, admin- 
istrative and staff members fail to cArry out the provisions of the 
Program. 



Penalties and Discipline 



Any University employee found t^be engaging in discriminatory 
practices against other employees or applicants will be subject tQ 
disciplinary action as outlined in the Policies and Fiscal Regulations 
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SECTION 6. EMERITUS APPOINTMENTS 



The University may recognize emeritus status of retired faculty an*d 
senior administrative officers. The title "Emeritus" is cor\|erred upon recom- 
mendation of the President of the University and approval of the Board of 
Regents. Such appointments are strictly honorary, without stipend. 

Standards for recommending emeritus status: * * ' 

* . 

1. Service of fifteen years or more at Midwestern University. 

2. Permanently retired from the institution. 

. 3 . A member of the faculty with rankx of Associate Professor or 
Prbfessor, or an administrative^fficef . 



The emeritus status shall include the following privileges:' 

./ 

1. Name will appear at the end of the faculty Toster under "Emeriti 
Faculty" in the'general catalog. ' 

2. Marching in commencement or other academic processions. 

3. Membership in' all social affairs of thd faculty or staff. 

4. Will receive a permanent faculty identification card. ^ 

i 

SECTION 7. EMPLOYEES AS STUDENTS 

« •- 

/ 

The President may grant permission to employees on staff status to 
enroll for credit, upon payment of regtilar fees, up to a maximum of seven 
semester hours-during each semester. ^ 

Faculty, staff members and their immediate families may be permitted 
to audit courses without charge, provided:' ' ^ ■ 

■ ' ' ( 

1. That the auditor has finished high school or has reached the ageSif 
18 years . 

2. That all credit-seeking students have priority on class and labor- 
atory facilities . 

3. That the auditor gets approvaf^from the faculty member cpncerned 
ajnd the approval of. the Dean of the School. 

4. That the auditor furnishes bis own equipment and pays the regular 
laborai"ory fees where required. " * 

No staff member may audit or^enroll for any class scheduled during 
regular hours of employment. 

SECTION 8, EMPLOYMENT PROCEDURES 
I. Employment Contracts ^ 

All employees must be f^laced under contract and are not eligible to 
receive salary until contracts are completed in good order and filed in- 
the Office of- the. President. 



%A. '.^There are seven types of contracts: * 



1. Contract for Staff 

2. Contract f9r Tenured Faculty 

3. Contract for Non^Tenured Faci^ty 

4. Contract for Summer Session (Faculty) . 

5. Contract for Part-Time Faculty, including Teaching Assistants 
y 6» Part-Time Non-Academic Memorandum Contract 

7, Student' Memorandum Contract 

B. Legislative ^s^ctment requires th§t the University make available • 
the provisions of House Bill 753, 52nd LegiS/!Fature, entitled 
."Accounting and Responsibility for^Use of State Property." This 
bill is covered in its entirety under Part V, Policies and Procedures • 
for Business Affairs » 

1 ■ " " ' ■ ' 

^ C. Legislative enactment/requires that the University furnish each 

^employee with a copy of Section 4, House Bill 2, 2nd Called Session, 
61st Legislature, entitled "Political Aid and Legislative Influence 
Prohibited/' Each employee wifl be given a copy of thiCs bill-as a 
^ P^rt of the^pjayroll forgns and a receipt obtained from^the employee. 

The receipts will be filed in the Businegs Office. . < 

II Procedures i© Employment * . 

A. Procedure for selection of s-enior administrators, namely. Vice 

President for Academic Affairs, Vic6 President for University Af^^irs, 
Vice President for Business Affairs and Vice President for Student 
Affairs, sha-ll be the following: * • ' 

' 1. The President shall, after study of^qualificaticlns of 
' 'Candidates and. conference with such intere'fitea groups 

as he deems necessary, make recommendation to the 
Per-sonnel and Curriculum Committee of the Board of Regents, 

A 2.» Thq Personnel Committee of the^ Board shall study the 

recommendation of th^^resident and either confirm his 
t recommendation or r^tjuest further stud'y^ 
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3. Upon confirmation by the Personnel Committee of the^Board, 
the President shall issue the necessary cont-ract^nd otJier 
papers to complete the transaction. 

Procedure for the selection of all other administrative personnel for 
whom a contract is required shall be the following: 

1. When additional personnel is requi-red, either new or 
replacement/ the person making the request shall confer 
with his senior administrator , substantiating the need. 

2. The next step shall be for the requesting party to make written 
recommendations to his administrative superior, supporting 
'either a present staff member or an outsider. 

• 3. The-administrative Superior, accompanied by the party I 
^ requesting th^ em'iDlbyee, s±iall present the matter to^ the 
area administrator, who- will confer with 'any co-Weagues in 
. or out of the area -v^ho^ might be affected by the appointment. 

'4. The area adrtiinistr^tor shall recommend employment to the 

President. The President, on the basis of evidence available, 
sha.ir^Kmke the final decision and issue the necessary contract 
and othe^r papers to complete the transaction. . 

'For procedure for selection and employment of genera-l office 
personnel below junior administrative level, see Section G following. 

Procedure for the selection of full-time academic personnel shall 
be the following: 



1. The department chairman in conjunction with the dean of his 
school shall substantiate th.e need and Receive authority from 
the Vice President for Academic Affairs tc^procee^n prepara- 
tioa of r.ecommendations . * 

2. Vhe department chairman will review all applications for a 
vacancy and will, after consultation with his dean and depart- 
ment faculty, invite one or two of the most highly qualified 
candidates to the campus for interview. Normally these 
cajjfdidates will be interviewed by appropriate faculty^rttem^bers , 
the department chairman, the dean and the Vice President tor 
Academi^ Affairs . 

3. W^ritten recommendation shall be made to the Vice President for 
Academic Affairs outlining the bases for recommendation and 
containing sufficient factual material to justify the appointment 
The recominendation will be initiated by the department chair- 
man who will forward it to the dean of his school for approval. 

4. The Vice President for Academic Affairs shall l-e com rtiend employ 
ment to the President. 



V 

5. The President, upon approval , shall issue the necessary 
contract; of employment. * 

Procddure for thfe selection of part-time academic personnel shall 
be the sam^e ^as for full-time academic personnel. 

Procedure for the selection of teaching assistants sjiall be thq 
following: ' > • 

1. The department chairman and/or dean of the school in\^olved 
^ sh^ll substantiate the need and receive authority from the 
Vice President for Academic Affairs to proceed in preparation 
'*of re^;Qmmendations . * 

2^ Written recommendation shall be made to the Vice President 
for Academic Affairs outlining the bases;for recommendation 
and'' containing sufficient factual material to justify^fhe 
appointment. This recommendation musPhave the approval 
of the Dean. of Graduate School concerned. No person shall 
be recommended Who is not e:i&rolled as a full-time graduate 
student at Midwestern. University. The 'candidate must have 
demonstrated both outstanding academic acl^ievement and 
ability to perform his duties satisfactorily. 

3. The Vice President for Academic Affairs shall recommend 
employment to the President. 

«. • 

4. The President, upon approval/ shall issue the necessary 
contract of employment. 

Procedure for selection of employees working on an hourly basis 
shall be the fo-llowing: ' . . * 

1. Wfien a position is to. be .filled, the person making such request 
shall substantiate the need and receive authority from his im- 
mediate superior to seek worthy candidates for the position. - 



37 

-16- 



2. When a prospect is available, the administrator. and the • 1 
'r ' ' person requesting the ^employee shall present the matter 

to the senior administrator involved. 

3. The senior administrator shall, in cooperatioh with the Vice 
President for Business Affairs, complete the necessary arrange- 
ments for employrnent and issue the necessary contract. 

H. All actions of the President are subject to the final approval of the 
Board of Regents . ' . 

I. All personnel , unless otherwise specifically permitted, shall report 
for duty on the date given on the contract. ' The administration does * 
not approve late arrival at the beginning of the semester or early 
departure prior to the official closing of either the Contract or the * 
school term. Unavoidable sit^tions should be directed to the 
^ Sfebior administrator, of the ar^. ^ • 



J. No person on academic or disciplinary probation or suspension from 
the University sh^U be eligible for employm.ent of any tt^pe. 

# ^ K. When feasible, vacant positions.shooald be filled by University 

stucjents who are enrolled and regularly attending classes, or by ' 
the spouse of such a student. Such employees should be advised 
that they are being employed under Sec. 106, Public Law 9 1-373, 
and that such employment' will not be covered by any program of 
unemployment insurance. . Acknowledgmentj^of such advisement 
should be so indicated on the employment contract. 

'in. Termination of Employment 

ViS^pni the services of any employee of the University are discontinued* 
a 'termination of Employment*' form must be submitted by the Department 
Chairman to the President through the Dean of the School or other 
supervising official in th^ manner' outlined. These forms are available 
in the Business Office. * 



Channels for termination shall be as follows; 



^ A. Dismissals 



1. For senior administrators, the Board of Regents, on 
recommendation of the President and/or Personnel r ' 
Committee of the Board. of Regents. :'f^%' \ 

2. For all other rjpn-academic persomel, the President, on 
authority granted by the Board of ;jjegents. Recommenda- 
tions of the administrator responsible shall be given full 
consideration. 

3. , For academic administrators (Deins of Schools , Department 
Chairmen, Director of Libraries, etc.) the President. 
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' ^ Recommendations of the Vice President fpr Aca'demic Affairs 
and/or the Dean of the School involved/ in the case of, 
academic administrators within the School, will be given" 
full consideration. This procedure applies only to their 

* / administrative function, " ■ 

N 4. For faculty, ^ee Part III, Academic Policies and Regulations. 

B. Voluntary Terminations , • ' 

Employees seeking voluntary terminaticm will submit their 
resignation in'/writing prior to the period designated "in the 
contrarct and, leave work in good condition. Emergency situations 
will be given special consideration by the administration. 

. 6. Final Clearance 

Prior to departure a final clearance form is to be supplied to ^ 
^ • the employee b'y'his department head) The 6mployeeJs to 

complete his clearance witH all departments listed on the form 
ahd submit it to the. Business Office bef^ife issuance of the 
fijaal pay check,, 

SECTION 9. FACULTY-STAFF RELATIONS WITH STUDENTS 

We are all aware that misunderstanding and embarrassment can re'sult 
from personal and social relationships between faculty-staff and students. 
Caution and discretion in. such relationships are as applicable in^rsonal 
friendships as in dating*. The matter is not one which lends itself to rigid rule 
or policy; rather, the discretion and judgment of the individual faculty or staff 
member must determine appropriate behavior. Therefore, such faculty-staff 
persop, and not the student," shall be held responsible for indiscretions in 
these relationships . ' ' • 

A • ■ 

SECTION 10. I.D, CARDS ^ 

All employees under regular contract to tf\e University are required to 
have an I.D. Card' for purposes of identification. 
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SECTION KEYS • . 



Authorization 



All outside door keys, all room door keys and all master keys issued 
to' maids , gustodians , dormiPgry directors and dormitory proctors require the 
approval ofjlhe DepaTbqiJ^nt; Chairman* , Dean of the School and the Vice ' 
President for Business Affairs. 

/ ■ • 

AH room keys and outride door key:s issued to faculty and other staff 
members must be approved by (a) the Department Chairman, "(b) Dean of the . 
School, and (c) the Vice President for Business^Atfairs . * * ' 

1 ■ ^ r 

A building master key will be issi!|pd to any full-time faculty member on 
.condition: (1) that he submit a building master key request in writing stating 
reasdns of need; J^Tthat the request be reviewed and approved by the 'admin- 
istrative heads of^each department or area made available by the master key;^ 
OX.that the request be approved by the Dean of the School; and (4) that ttTe"^' 
request be approved'by the Administrative Cquncii'. ' ' ^ 

\ . • All grandmaster and great-grandmaster keys require the approval of the 
t President of the University , - < 

^^Procedure for Requesting All Keys * 

' >" ^ ^ . ■ . ■ ' ' 

Ail l^ey requests will be initiated by. tha Department Chairman. Three- 
.part key authorization foi?ms are available in the Physi.cai Plant office. Fill 
in the name of the person to receive the Key, the building name, joom numb^ 
Or other identification, and date: Do not use the key ;iumber spaco at the? 
upper left corn^ The person to receive the key is not to sign this forh^ until 
he tias deceived the key and he mu-^t not^release^ his keys to anyone except 
•those autfvorized under tTiis policy. When releasing the key he should require 
a redeipt because of the security and financial responsibility attached to^the 
issuance of-his key. The Chairman must sign the request and forward al'l 
copies to the- Dean of the School for his end(5!-semenL; it then goes to thf? Vice 
President for Business Affairs, vyho will either approve the request or present 
it t<5*the Administrative Council, as required... The Vice President for Business 
'Affairs will'send the request to the Director of Physical Plant, who will record ' 
the fssuance and secure the signature of the receiver at the time the key is 
issued. ■'The yellow copy (original) will be returned to the Business Office where 
a cortiplete 'alphabetical file 'will be kept. The green duplicate will be returned, 
to the Department Chairman for his records.. The Dc^partment Chairman must 
maintain a complete recc5fd of all' key.s issi^ed-and alTlcpys turned in within his 
department.' The Physical Plant Director^-wi 1 1 supply a comp^leto in\/(:^ntor^ of 
all k-ey transactions uponnsquest from the Doparlmont Chairmun. The white 
copy will be retcilned in.-^^ office of the Director oj Physical- Plant, . 

Key Security 

The Director of PhysNcal Plant will choi^. odcMvkoy frorrjj^hfj lacofcS to the 
holder and visually observe the existence of tho key anJ corlify as to its exis- 
tence at least once each year. He wilTcause a rof^ort lo he |f,su(>ri of dll dis-. 
crepancies 'to the Vice PresideAt of the area involved ( * 

. . -19- ^ ^ . • 
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, Grandmaster and great-grandmaster keys should not be ro.utitiely carried 
" • on th%fperson and must be given maximum security. Full accountability will be 
required ih the event, of loss'of key or loss of security due to irresponsible ^ 
handling of the key or loaning the key to others. Each key is reserved strictly**'' 
for its authorized holder only- and is not to bist iQaned to others for any reason. 

j ■ ■ • Access to .building.^ is reserved to faculty and staff only. Students are 

not "permitted iri buildings/unless^ accompanied b,^ a faculty or staff member at 
^ (S times when th-§,J3uildings ;ar,e normally closed. Exceptions are made by the 

ASmini^-tfeati^e Council when neces^feary. 

■ , The Director of Physical Plant shall be notified immediately in the eyent 
a. key is lost or in the event there is a loss ol security, and all cylinders that 
are operated by the lost^ or mishandled kgy shall be replaced in the event there - 
ialoss of security. All keys to replaced cylinders are* to be taken \2p anci new 
kfeys issued,* The expense of such cylinder replacement shall be charged to the 
' person to whom the lost key was issued. 

*The Director^of Physical Plant will- number all keys in such a manner.that 

" positive identification can be made of each individual key. 
» t V * * . ■ 

... . - • , . J 

Any issuance not covered by this policy must be cleared by the Admini&tra 



tive Council. , ' ■ ^\^,^ 



i 



Pe^«aTET^ for Lost Keys . J ' ' 

ROOM KEYS: To" bfe charged jS2 . 00 per cylinder for the first 10 cylinders 
and $1.50 p'er cylinder in excess of 10" cylinders . 

OUTSIDE DOOR KEYS: To be charged $1.50 per cylinder. 

MASTER K^S: To be charged'$ 1 . 50 per cylinder for the first 10 cylinders 
^and $1. 00 per cylinder in excess of 10 cylinders.. 

Key Turn-In ^ 

Upon termination of employment, keys must be turned 'in to the Vice 
resident for Business Affairs^or the Director of Physical Plant, -(Exception: 
- all peraonnel opexating under the Vice President for Student Affairs will turn keys 
in to him . ) ' ~ 

'r^ *Applicable to non-academic and academic departments. 
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SECTION 12. LEAVES OF ABSENCE . , 

Without Compensation ^ 

^ Extended leayes-^ of absence from the University may be granted an 
empl(j)yee after two full years of employm&ftt when a request has been trans- 
mitted to the^President through the appropriate administrative officers. 

Leaves of absence without p^y may be granted for good cause for a 
period falling^ within the term Qf appointments The absence should be timed 
ao^as to interfere as little as possible with the work of the University, Sick 
"leave, vacation credit and^other special privileges are^not accumqlatei^ during 
the perioh of absence, . " 

' ' • • ' With Compensation 

A. Development Leaves for AdmifK^rrg^rs ^nd Staff (Ref: Senate Bill 653,, 
61st 'Legislature) , " » 

• . The University will grant development leaves, with or without compehsa— 
tion, for the purpose of advanced training or study which will improve 
.the individual's sei'vice to the University, 



Such leavefe.sRall be restricteti to: . . 

1. College Degree Programs : Provides college level (graduate or 
undergjs^duate) training leading to a degree..... 

.2. In-Service Training and Education : Job-ORiented training whichj^^ 
, provided essentially within the agency, at may include on-the-job 
training, training in preparatitm for job assignment and continuing 
training programs which are basically job-oriented. ' 

3. Out-of-Agency-Staff Development : ' May col^ist of workshops, 

^ ' seminars, institutes, training sessions, college courses (With or 

without lacademic credit) and other special programs or activities 
offered either within or outside the State. 'Continuing education or 
^ training must be of a concentrated, precise content and' designed 

to improv^e the individual's professional or te'chnical knowledge .in 
the- performance of his present or prospective duties and responsi- 
bilities . " , ^ 

4. Internship Training : That type of learning experience which can be 
obtained only , through actual work experience. Internship' programs 
are generally considered to be of a. longer dufa tion 'than other types 

of training herein mentioned ^under the headings of In-Service Training 
and Out-of-Agency Staff Development (of that tVpe which is primarily 
seminars and. short courses). 

GENERAL REQUIREMENTS | 

1. Leaves must be in a field specifically required by the University, 
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thereby enabling theaUniversity to operate at a higher irate of 
efficiency. , 

2. Employee must have the necessary aptitude, skill or academic 
training required for admission to the area qf training. Employee 
must pass any tests of evaluation, aptitude^ etc. "^s required* by v 
the University. ' ^ ' - I 

3. Employee must be scheduled for appointment to a 'job requiring the ' 
^ specific training . ' . ' 

4. Employees who receive financial assistance from the University 
for the completions of such training shall be obligated to fulfill* 
such terms and*conditions as the University may prescribe. 

a. Employees granted leaves for degree" granting programs shall 
return to the University for a minimum period of one year. 

b. Employees granted leaves, for other than degree"granti,ng' 
programs shall return to the University for a period pro- 
portionate to. the period of training , or subject to other'^ 

rdesighated periods as covered in the agrdem^nt. 

c. Employees grantfed such leaves shall agree to repay in a • 
lump sum, or such alternate arrangeme)^^««as the University 
may prescribe, tlje amount of money expended by the 
University for such training, should the employee fail to 
complete the training or any part of the agreement between 
the University and himself, except in the event of circum- 
stances beyond his- control. - , ^ 

5. Employees sha41 not be eligible'for development leaves with ^ 
compensation in excess of 3 0 days until they have completed two. 
years of employment with the University. ' ^ 

6. Development leaves are limited to persons employed on a full-time 
basis. ' * 

\ . ■ ■ 



V 



7. Not more than 6% of the a dm ini strati oh and staff shall be. 'on 
development leave at any one time, ' ' ' ^ 

"« . « • 

8, Requests for such leaves should be timed to interfere as little as 
possible with the work. of th.e University. * " . 

PAYMENT : .Employees .talcing development U^avfe may be reimbursed for partial " 
salary,, total salary, travel expenseV registration or tuition fees, living expense, 
supplies' and other related training expenses; the amount of payment will be 
detern^ned and made a part of the agreement. ' ■ . , * 



APPLICATION : Application for' such development leave should be submitted 
showing the type of training leave requested, object of the training, relation- 
ship of the training to -^e current or prospective joB^and an estimated dollar ' 
amount of^any reimbursement to b6 requeste^. Such requests will be recommended 
by the appropriate department head and approved in writing by the Pres.ident. 

B, Faculty Development Leaves - v 

■ ■ . ? 

; ■ Provisions af State law: " - ' 

^ ■ 

, ' !• Service Required, . Section 4 -, A faculty merri^^er is eligible by. reason 
of service., to be considered for a faculty development leave when he 
has served-as a member of the faculty of the same institution of 
higher education for at least two consecutive 'e^cademic years • This 
.service may be as an instructor or as an assistant, associate oj full 
professor or in an equivalent rank and must be full-time academic 
duty but need not include teaching. \ r - ' - ' 

, 2. Duration and Compensation, Section 5 .. The governing board may 
grant to a fa<£ulty member' a faculty developmerifleave authorized 
by this Act either for one academic year at one-half of his regular 
salary or for onat-half academic year at his full salary. Payment of 
salary to the faculty member on faculty development leavd may be 
made only from funds appropriated by the Legislature specifically for 
that purpose, A faculty mem.ber on faculty development l6ave may 
■ accept a grant for study, research or travel from any institution of ^ 
higher education or from a charitable .rejigious or educational ■ 
corporation or foundattoh, or from anyfederal,; state, or local 
governmental' agency. A faculty member oh faculty development 
leave may. not accept em^ployment from any other person, corporation 
or government, unless the governing board determines that it would 
' be in the public interest to do so and expressly approves the employment 

Midwestern University's Policy and Procedures on Granting Leaves: 

1, Applicationst^^or faculty development leaves will be made by the 
, faculty member to the Faculty Senate and fnust be accompanied with 
comments and recommendations by qualified persons. ' ^ 



2. 



Recommendations for faculty development leaves will be m'ade by 
the Faculty Senate on the basis of nominations and recommendations 



^ of a sub-committee which will screen all applications and report 
^ to tJtoe Faculty Senate. This committee shall consist of 5 members 
. • of the faculty appointed by the chairman annually, including one 

" member from each School of Sciences and Mathematics, Education, 
Business Administration, Humanities and Social Sciences. 

3. A faculty member with less than five years employment at 
Midwestern University , shall sign a conditional note for the leave 

^ . salary to' be repaid tp Midwestern University only if he accepts " 
another position the year after his leave. 

4. The following criteria ^(in order of priority) will be used by. the sub- 
committee recommending appointments: 

a. Quality of proposal - i 

b. Rotation of di'^ciplines and divisions 

c. Requirements for advanced degree and/or time since last 
graduate study ^ 

d. Length of service 

e. Potential future value, to the University.^ Individual 
potential, time remaining before retirement and programs 
of the University. 

f. Evidence of applicant's ability to benefit from the leave^ 
(previous contributions , publication, etc.) 

g. Needs of the department including new -fields, modifica- 
tions and rapidity of development of the fields. 

Vacatiorf Leave . ' 

Annual employees of the State shall, without deduction in salary, be 
entitled to a vacation in each fiscal year. Such entitlement shall be earned in 
accordance with the following schedule: 

Hours Accrued 

Employees with Total State Employment of: . Per Month 

: r ' ■ ■ ■ 

Less than 15 years. / . 7 . 

.15 years but les-s than 20 years - ' ' 10 

20 'years and over* , ' ' 14 ^ 



4 
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An annual employee employed less than full-time shall accrue vacation' 
leave as follows: 4 ^ 

* ■ / Percent Accrued Based 

on the Above Schedule 

Employed less than full-time but at 

least 3/4 time ' * 75% 

Employed less than 3/4 time but at. ' • 

' least i time 50% 
. Below J time 0% 

♦ ^ An employee \yill earn -vacation entitlement beginning on the first day 

of employnient with the State and terminating on the last day of duty. Vacation 
^ entitlement is accrued at the applicable rate cited above. Credit for one month's . 
accrual will be given for each month or fraction of a month of employment with 
the State. Vacation with pay may not be granted, until the employee has had 
continuous employment with the State for six (6). months, although credit will be - 
accrued during that 'period. ' ; " * 

Tot^ accumulated leave entitlement which may be carried forward for any- 
employee, from one"Tiscal year to the next fiscal year, may never exceed the 
equivalent of his earned vaqation entitleme;it for the ppeceeding two-year period. 

In computing vacation time taken, time during which any employee is 
\ excused from work because of holidays shall not'be charged against the 

employee's vacation. * 

If an employee transfers directly from one State agency to another he 
shall be entitled to credit with the newly employed agency for his accumulated 
but unused vacation entitlement, provided that his employm^t is uninterrupted. 

A State employee who resigns, is dismissed, or separated from State ' 
employment, shall be entitled to all vacation time'-duly accrued. \ ' ' 

-* ' * 

^Department heads will maintain a complete record of vacation granted to 
each employee under his supervision. This record will be. made available for 
inspection on request by the administration^ ^ 

Vacation requests shall be submitted to £he department head on the 
"Application for Leave of Absence" form, showing (1) number of days accumulated, 
(2) number of days requested, and (3) number of accumulated days remaining. The 
period of leave is subject to approval of the department. head and the appropriate 
Vice President, 

DeaCh benefits: Salaries and wages may be paid for all of the employee's 
accumulated vacation leave tq the estate of an employee^ when said employee 
dies while employed by the State. The payment shall be calculated at the rate , 
of compensation being paid the employee at the time of his death., f 

Sick Leave' 

Annual employees of the State S^all, without deduction in salary, be 
entitlefl'.to sick leave subject to the fotlowing conditions: 
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Sick leave entitlement shall be earned at the rate of eight (8) hours for 
'each month or' fraction of a month employment, and shall accumulate ^with the 
unused amount of such leave carried forward each month. 

, - ^ick leave entitlement for regular, employees employed less than full- 
time shall accrue as follows: . • . ^ 

Accrue 

<Sf ^mployed less than full-time'but at. 

least 3/4 time ^ . 6 hours per month 

Employed less than 3/4 time but at 

least l-Hime " . • 4 hours per month 

Employed less than ^ time * '0 

Sick leave with pay may be taken when sickness, injury, or pregnancy 
and confinement prevent the employee's performance of duty or when a mamber 
of his immediate family is actually ill. An employee who must be absent from 
duty because of illness shall notify his supervisor or cause him to be notified 
of that fact at the eai^liest practicable time. - ■ ■ 

To be eligible for accumulated sick leave with pay during a continuous 
period of more than three (3) working days, an employee absent due to illness 
shall send to the administrative head of his employing ag'^ewcy a doctor's 
certificate showing the cause or nature of the illness, or some other written 
statement of the facts concerning the illness which is acceptable to such 
administrative head. 

Upon return to duty after sick leave the employee concerned shall, 
without delay, complete the prescribed application for sick leave and submit 
the same through proper channels to the appropri^e approving authority for his 
consideration. 

Exceptions to the amount oi sick leave an employee may take may be 
authorized by the administrative head or heads of any agency of the State 
provided such exceptions are authorized on an individual basis after a review 
of the merits of such particular case.. A staterrfent of any such authorized 
exceptions or the reasons for them shall be attached to the State agency's du- 
plicate payroll voucher for the payroll period affected by such authorized 
exceptions. 
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A State employee who transfers directly from^ one State agency to 
another, shall be given credit by the receiving agency for the unused balance 
of this accumulated sick leave, provided that his employment with the State 
is uninterrupted. 

. The estate of an employee who dies while emrployed by the State shall 
receive payment for one-half of the accrued sick leave, and the rate of com- 
pensation paid shall be the amount that was in. elfect^or the employee at the 
time of death.. 

Emergency Leave 

* 

Emergency leave shall be granted because-of a death in the 6mployee'*s 
family. The death of the employee's spouse, parents, grandparents, or 
children shall constitute adequate need for emergency leave. The senior 
administrator may make a determination of other reasons for effiergency leave. 
Emergency leave^is charged against accrued'sick leave time and Shall be 
reported in the Same manner as other leaves. 

Military Leave 

Members of the National Guard or of the Reserve Components of the 
Armed Forces shall be entitled to leave of absence from their respective duties 
without loss of time or efficiency r/iting or vacation time or salary on ^11 days 
on which they shall be ordered by proper authori^to duty with troops or field 
exercises, or for instruction," for not to exceed fifteen (15) days in any one 
calendar year. (Art. 57696-1 V.C.S.) A leave of absence with full pay shall 
be provided any State employee Who is called to active duty with the National 
Guard by the Governor of Texas. Such leave shall in no way be charged 
against the employee's vacation or sick leave. 

Maternity Leave , 

At the discretion of and arrangement by^ the senior administraror , and 
on recommendation of the department head, maternity leave without pay may 
be granted for a period not to exceed six (6) months. Maternity leave shall 
begin at least thirty (30) days prior to the anticipated birth date of a child, and 
a physician's statement vierifying the anticipated birth date will be required. 
An employee will not be eligible for such leave until after three (3) years of 
continuous service. Request for maternity leave m.ust be made at least threes 
(3) months prior to the beginning date of .the leave. Approval of such leave sh^U 
be conting^ent upon the securing of a satisfactory ternporary replacement. The 
University is under no obligation to return the employee to any position other 
than the one occupied at the time of taking leave. Vacation leave and sick 
leave shall not accumulate during maternity le'ave. 

Absenteeism 

. Any employee of the University who absents himself from duty for all or 
part of a wDrkmg day without notifTcatlon or explanation shall be subject to 
disciplinary action. In case of sattsfac-tofy explanation , the day or part thereof 
•shall be charged against accumulated vacation leave . Approval for such excep- 
tions must com'e from the President. 
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SECTION 13. LOST AND FOUND 

• . The Office of the University Police Department maintains a lo.st and 
found service. Lost or found articles should be promptly reported to this office. 

SECTION 14. MASTER CALENDAR 

» 

Master Calendar scheduling forms will be sent from the Office of Student 
Affairs to each department and to each student organisation by, May 1 for listing 
proposed activities and requestirlg facilities for the following Fall and Spring 
semesters. ' Reservations will be accepted only from departmental cliairmen and 
from student organizational pre'sidents. - 

During the period May 1 - June 1, the knnual recurring events will 
receive priority, both in being placed on the master calendar and in the reserv- 
ing of campus facilities. " 

. After June 1, activities of the fallowing types will be scheduled: mid- , 
week student dances, area high school and cl|pir functions, one-act student- 
directed plays, student music recitals and student organization functions.* 

No function not specifically sponsored by Midwestern University will, 
be scheduled until August 1. 

SECTION 15. MEDICAL CARE 

I The University Health Service is set up primarily for the benefit of the 

student and is financed by their fees.. The services of the Infirmary are avail- 
able to facuUy and staff on an emergency basis only. 

SECTION 16-. NEPOTISM ' ' • 

No officer of this State nor^ any officer of any district, county, city, 
precinct, school district, or other municipal subdivision of this State, nor any 
officer or member'of any State district, county^ city, school district or other 
municipal board, or judge of any court, created by or under authority of any 
General or Special Law of this State, nor any member of the Legislature, shall 
appoint, or vote for, or confirm the appointment to any office, position, clerkship. 
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employment or. duty, of any person reteted within the second degree by affinity^ 
or within the third degree by consanguinity* to the person so appointing or so • 
voting, or to any other member of any such board,, the Legislature, or court of 
which -such person so appoknting or voting may be a member, when the salary, 
fee^,/ or compensation of such appointee is to be paid for, directly or indirectly , 
out of or from public funds or fees of office of any kind or character whatsoever; 
provided, that nothing herein contained, ngr in any oth-en nepotisnv law contained 
in any charter or ordinance of any municipal corporation of this State, shall 
prevent .the appointment, voting for, or confirmation of any person who shall have 
been continuously employed in any such office, position, clerkship, emplq^ment 
or duty for a period of two (2) years prior to the election or appointment of the 
afficer or member appointing, voting for, or confirming the appointment, or to 
the election or^appointment of the officer or member related to such employve4 in 
the prohibited degree. 

c 

SECTION 17. OFF-CAMPUS SPEAKERS 

^ The Board of Regents of Midwestern. University respects the rights of 

the faculty and the student body of Midwestern University to have full freedom 
in the discussion and presentation of all information and issues. This includes 
the right to invite off-campus speakers whose idea^ and views differ from those 
of the Board, its individual members or the President of Midwestern University. 
It is the policy of this Board that the facilities of this institution, which were 
paid for by the taxpayers of Texas from their earnings in our society based on 
law and order, be not made available to any person or persons who by reason, of 
their prior expressions or past actions would likely use the invitation to advocate 
lawlessness and disregard for the laws of this country; change In the laws of this 
country, other than by means provided for within the constitution and the laws of, 
the United States and the various States; and the violent overthrow of our govern- 
ment. 

In the case of highly controversial speakers, announcement should be '. 
made at least thirty days prior to -appearance so that faculty might have the op- 
portunity to discuss issues with the students. Also, no such -speaker, shall be 
presented who will not consent to interrogation (not heckling) by students and 
faculty foliowirlg their presentation. ^ 

Every precaution should be taken to maintain the highest ^bvel of excel-^ 
lence and good taste in such matters commensurate with the dignity of an 
institution of higher education. 

The President of Midwestern University is directed to initiate whatever 
procedures are necessary to execute the above published policy of this Board. 

SECTION 18. OUTSIDE EMPLOYMENT 

By State law, faculty and other full-time University omployeqs under 
contract are .limited to "one positiOR c^honor, trust or profit." This does not, 
however, prohibit a limited amount of consultation services by an omployoao in /" 
the field in which he is especially trained , AU^sorvicc should bo of a hiqh 
professional level, such as to bring okredit to the faculty member and U^ thn 
University. Such arrangements are subject to approval by the Board of Regents. 
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The employee involved should set 'forth in writing the proposed consulting 
rela^ti^n, -including hours required' (no more than an average of ten clock ^ours . 
per week) and other pertinent information. The'completed form should be" * 
submitted to the President, with prior approval by the 'Department Chairman, 
Dean of the School and the Vice President 'for Academic Affairs inscribed there- 
on. If, aft^r approval, it is clearly evident that such employment is detrimental 
to performance of duties as a member of the' University, staff , the President will 
have authority to request its termination. University responsibilities shall have 
priority. • 

According to State law, no moneys appropriated may be expended for 
the salary of any officer^or employee who is absent from the State-^nd not on 
official business for more than thirty days during any single fi^cai.year. 

SECTION 19. PARKING FOR FACULTY AND STAFF ^ 

' Faculty/ and staff members who wish to park on campus must register 
their motor yehicle with the University Police Department. Parking permits 
will be issued at no charge to the faculty and staff- A copy of ftie parking and 
traffic regulation's will be given at this registration time and any individual , . 
operating a vehicle on campus is subject to the penalties for violation of regula- 
tions as listed and for city ordinances and State laws governing driving and 
, parking. The University assumes no responsibility for vehicles or their content^ 
when parked on campus. Faculty and staff shall be limited to two (2) parking 
permits at any one time. 

" ' SECTION 20. PATENTS - COPYRIGHTS - 

PUBLICATIONS - TEXTBOOK ADOPTIONS 

9 

All such matters will be handled on the basis of adequate recognition of 
the interests of th? University and the individual faculty member. Publication- 
of any material in the name of the University should be cleared through the Vice 
President for Academic Affairs . If it involves solicitation of outside funds, it 
must be approved by the President. 

The Board of Regents shall approve p^ment by the University of a royalty 
direct to the author who is a University employee on any publication sold by the 
UniveR^ity Bookstore^ 
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Any commercially printed workboolcrtextbook or material used by^ 
students (authored or co-authored by Midwestern University faculty members) 
must be recommended for approval to the Academic Council. The Department 
Chairman will show, in writing that the adoption is realistically priced and has. 
been properly evaluated. A review of any adoption will be made by the depart- 
ment concerned at the end of three years,. All subsequent adoptions of this . 
same worl^ will be approved by the Academic Council. 

SECTION 2 1. PERSONNEL RECORDS 

The senior administrator shall be responsible for maintaining a complete 
and up-to-date file on each^ employee . The employee is responsible for the 
accuracy of such records at all->4iimes. The University assumes no responsi- 
bility for soliciting vital informatron but should be kept informed on all matters 
such as change of address, etc. ^ •> 



The senior administrator shall be responsible for accurate records on 
such items as leaves, sick leave, vacations and other pertinent facts regard- 
ing the employee's efficiency and responsibility . 

Each new employee, before assuming the duties of the position for which 
employed, is required to execute an affidavit prescribed by law and adopted by 
the University, and a withholding exemption certificate for receiving credit for 
dependents in the FederaJ: Income Tax deduction. Atl employees must also file 
information ^for the Texas Teacher Retirement System or Optional Retirement 
Program if eligible. A Social Security'^timber must be furnished' the Business 
Office. The Business Office y^ill provide the necessary forms. No salary or 
wages will.be released by the Business Office until these requiremer^ts are met. 

No informatio?! will be released from personnel records without^the 
written permission oi the person invcrlved. 

SECTION 22. PHYSICAL EXAMINATIONS 

Prior to appointment to a regular position all full-time employees, are 
required to have a physical examination. The Midwestern University Physical. 
Examination Record, available in the Infirmary, is the proper form to use. Any 
exceptions must be approved by the President. 

SECTION 23. POLICE ADMINISTRATION r 
AND REGULATORY ORDINANCES - 

ARTICLE I. STATUTORY AUTHORITY 

Section 1 . Pursuant to the authority granted by Statutory Law of the 
State of Texas "(Vernon's Annotated Civil Statutes, Article 29 19-], S(3Ction 1 
through 12), these regulations are promulgated for fiiiiy purpose of providing for 
the protection, safety and welfare of the students and employees of Midwestern 
University, a Sfate institution of higher education, and for the prot.oction and 
policing of the buildings and grounds of said institution. 



ARTICLE II. POLICE ADMINISTRATION AND SUPERVISION 

Section 1 > There is hereby established at Midwestern University a 
Police Department under the control and supervision of a Chief of Police 
appointed by the University afid responsible directly to the Vice President for 
Business Affairs.' 

Section 2 . Officers of the Police Department of Midwestern University 
are to be bona fide, peace, officers , bonded and commissioned by the Board of 
Regent-^ of' said University as Peace Officers. Any ofhcer commissioned here- 
under is hereby vested with all the powers, privileges and immunities of peace • 
officers while on tl|e property under the control and jurisdiction of Midwestern 
University or otherwise in the performance of their duties. 

Section 3 . It shall be the duty pf the University Police DejDartment to 
enforce all regulations of the University applicable to street traffic and vehicle' 
regulations, all State laws applicable on all the properties under the control 
and jurisdiction of Midwestern University, and to make arrests for traffic violajr 
tions , to investigate traffic accidents and to cooperate with other State and-area 
officers in the adminilStration df traffic laws and in developing ways and means 
to improve traffic conditions, and. to carry out those duties especially imposed 
by these !%gulations and to assist in the prosecut|,on of ttiose persons charged 
with vi.olations of law or causing or contributing to such' traffic accidents. 

Section 4 . The University Police Department shall keep records d^all 
violations of traffic regulations of the University, and of all -State vehicle laws ' 
bf which any person has been charged on University property, together with a 
record of final disposition of all alleged offenses. Such records s*hall be so 
maintained as to show all types of violations and the total of each. All forms 
for records of -violations and notices of "violations shall be serially' numbered 
and all records and' reports shall be public records. 

Section 5 . It shall be the duty of the University Police Department to 
maintain a suitable record of all traffic accidents, arrests, convictions and ^ 
complaints reported for each -driver, which shall be filed alphabetically under 
the name of the driver. 

Section 6 ., AH of the general and criminal laws of the State of Texas 
are declarefd to be in full force and effect withm the areas under the control 



and jurisdiction of Midwestern*Univ.er.sity and enforcement of ;these law^ shall 
be the duty of'the officers of the Police Departrrient of the IMrversity . ' 

Section 7 . It shall be the duty of the officers of the University Police 
Department to enforce a 11 .l^iversity rejulatioas s*tated he^eiri or hereinafter 



D'plica&le on areas 



included and such other Federal, State and Municipal laws a 
under the (Control and jurisdiction of tha University . - 

. ' . ■ ■ * ■ ^* " 

' Section 6 . The Chief Qf Police, or his designated, as 

the authority to place temporary traffic control devices a^^d barricades in any 'area, 
or^upon any drive or street, for the purpose of altering the ncrmal rbute of veliio- 
ular travel or regular parking, when necfessary for safety purposes* or for special 
functions 



ARTICLE Hi. TRAFFIC AND VEHICLE RE^U-LATIONS, 



Section 1 . All Article's of the Texas M.otor Vehicte Laws and the uniform 



istan-ts , shall have 



( 



niversity, shall be 



traffic code, i'n addition to regulations promul;gated- by the Ur 
applicable on all properties under the control and jurisdicticn of Midwestern 
'University open to vehicular traffic. 

■ ^'^ 

' Section 2 . Penalty , - _ 

<* ^ , . ' 

f 'A. Any violation of the State traffic, laws orlof U^niversity traffic 

and'vehicles regulations will constitute a fni^demeanor punishable by a fine of 
not more than Two Hundred Dollars ■($200. OOj^in any Justic'4 of the Peace Court 
'in. Wichita County, Texas, or the Gorporatioa'Court of the City of Wichita Falls, 
Texas. - . ^ ' 




B. Any violation of University traffic and ^>ehicle regulations 
may, hdwever, as an alternative , be enforced^by the Univ/ersity in accordaaoe 
with^the procedures, fees and penalties stat^ed for* specif ijc v-iolations as 
enumerated! in the following Sections of th is ArticlQ. 

i 

\ 

. Section 3 . Registration 

, ^ A. AlLstudfents, faculty members ,• staff iinerafe^rs and employees 

of Midwestern University who operate a motor vehicle on the canlpus must 
register the vehicfe on campus and obtain a University /deca) before such persons 
are allowed to park their vehicle on University property. All registration deqals , 
arc to be obtained from the Midwestern Universtty Polijco Department. 

B. A motor vehicle registration fee of /Eight Dollars ($8 00) per 
semester will be assessed those students operating a, motor vehicle on the 
University campus who enroll for eight (8) or more cc0dit hours. This fee will 
be applicable for both the Fall and Spring semesters.^' Provided, however, that 
•the Administrative Cplincil may assess ^ reasonable/fee of, a lesser amount for 
certain special programs, non-credit courses or bff-/campus extension type 
program^. ' ' • ■ , . * » 

C. A m^Otor vehicle registration fee/ of Four Dollars ($4 UO) will 
be a'ssessed thosd students operating a motor voh/cle on the University campus 
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whro ^roll for less than eight (8) hours per semester. * ^ ♦ ' 

D. A motor vehicle registration fee of Tour Dollars ($4.0.0) will 
be assessed for eimer one or both summer terms. Prov^*lftl, however,, that 
students who^registered their vehicle(s) for the proceeding Spring semester will 
not be^required to pay the summer registration fe'e. ' 

, ' .E. Students vvho operate more than one motor vehicle on the University 
campus may register an additional vehicle for a fee of .One Dollar ($1.'00). ' • 

■ . . f ' . \, 

F. Two (2) or more persons will not be, permitted to register the ^ 

same vehicle, 

...•■„• ' ^ ' ' " . ■ 

) G. No faculty member, staff, employee or student of Midwestern 

Universit^may have more than two (2) vehicles registered at one time. Before 
registering an additional vehicle, the registration decal or a portion thereof 
must be turned in to the Midwestern University Police Department. 

H. No decal shall be displaced pn any vehicle other than "that 
vehicle to which it is registered.* * - 

r. The registration decal does not assure anyone that parking^ 
space will be available at all time^. ^ 

^ •* . . 

Section 4 . Required -Display of University Decal 

i ■ 

A. The .decal must be permanently affixed to the 'left top porfton 
of the rear bumper. Provided, however, that' on vehicles having no rear bumper, 
the decal shall be affixed on the inside and at the lower left of the rear wind- 
shield. Provided, further, that on two' (2) wheel vehicles, 'the d-ecal shall be 
affixed to. the rear fender. Where *these provisions are not possible, because 
of vehicle design, arrangements shall be made with the Midwestern University 
Police Department to place the decal in 'some convenient location mutally \ 
agreed upon by the owner and the Police Departm'^t. 

Upon selling, trading- or otherwise cjhafiging ownership of a 
vehicle, the registration decal must be turned in to the Midwestern University 
Police Department. The registration of such vehicle will automatically become 
void upon stich change 6f ownership- Duplicate registration decals may be ; ^ 



purchased for a fee of One Dollar ($1. 00) providing that thfe voided decal is 
turned in to, the Midwestern University Police Department. 

C. Applications for the privilege of parking and operating. a motor 
vehicle upon the campus for each semester n>ust be secured beginning* With the 
regisJ;ration for classes during that semester. . ' " • 

D* A tolerance period will be allowed during registration and 
no citations will be issued in this period for not' displaying a decal .. Enforce- ' 
ment will begin and citations will be -i-ssued for this violation beginning with 
"the first (1st) day of scheduled classes following late registration* 

Section 5 . Moving Vehicle Regulations * ■ ^ 

, A. It shall be a violation to drive or operate a motor vehicle 
at any time upon the campus in excess of twenty (20) miles /per hour. . 

B. Every vehicle shall, at' all times-, grant Right of Way to ' 
pedestria'ns . ^ ^ ^ 

^ , . ^ " * ' ■ . ./ 

' C. Every driver shall, upon approaching a traffic control signal, 
bring his/her vehicle to a complete stop and^pause briefly before proceeding 
with caution. . , 

^ . ' • 

p. No vehicle shall be driven after dark without the vehicle 
headlights operating. . • ^ 

E. No vehicle shall be operated a>^ny time upon the lawns or 
any other place not specifically designed for vehicular traffic. Provided, how- . 
ever, that these rules shall not apply to authorized emergency vehicles or ^ 
grounds and maintenance ^vehicles of the University. * ^ 

F- All motor- vehicles shall be so muffled, or. otherwise equipped, 
as to effectively afid efficiently prevent loud and/or "unusual noises or annoying 
smoke discharging from the exhaust of such vehicle . 

G. It shall be a violation to willfully fail or refuse to comply 
with any lawful order or direction of a Police 'Officer or to interfere with a 
Police Officer in the performance of his duty. 

H. It shall be a violation to drive a vehicle from-a stopped ' 
position at such- a rate of acceleration so as to leave tire marks upon the street 
or drive, or to create a screeching or shrill noi^e capable of being heard at a 
distance of 300 feet. . 

I. It ^hall be a violation to remove, or in any way tamper with, 
any traffic control or device, whether: permanently affixed at a given location " 
or temporarily located by^the University Police Department to regulate traffic. 

Section 6 . Parking , ' ■ ^ 

, A. ^here parallel parking is indicated, the vehicle must be 
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parked with, wheels on the §ide of the car paralleTto and not more than- one foot 
from the curb. The posUion of the ?ar with reference to the dividing line be- 
tween adjacent spaces shaJl be such that the whole of the ''earns located with- 
in the boundaries of the parking space. ^ . , ' 

B. In case of streets upon which parking on both, sides is 
permitted, a -caixqiust be parked with passenger side to the curb. * ^ 

C. Where parallel parking is. permitted on one-way streets , cars 
must be driven into parking spaces with the front end of the car forward in the 
direction in which traffic is allowed. - ' , 

D. Where diagonal or vertical parking is required,' every vehicle 
must be plaped within the boundaries of its space, and' MUST NOT BE BACKED 
INTO A SPACE. The restriction on being backed into a space shall not apply to 
motorcycles. 

E. It shall be a violation to park, stop or stand a- vehicle in a 
street, drive or roadway in such a fashion as to obstruct or impede the normal 
flow of traffic. 

It shall be a violation to park or stand a vehicle adjacent , 
and parallel to a legaPly parked vehicle fdouble parking) . 

y 

^ . It shall be a violation to park a vehicle in any of the follow- 
ing places: 

1. Areas bordered in yellow except for purposes indicated 
(loading zone, etc.) 
■ ^ , 2. On any lawn ' " - 

3. On any curb or si^ie walk 

4. Any area bordered in, red. 

5. In front of a fire hydrant 

6. On any space designated for 'unloading purposes only 

7. In'front of or in any service drive 

8. Any space marked "No Parking" 

9. Any space marked "Reserved" without a reserved decal 
'"Provided, however, that reserved parking restrictions 



' -36- 



shall not apply on Saturdays , Sundays, holidays 
and between 8:00 P.M. and 7:00 A.M. This 
» exception shall apply only to the general, reserved 
and non-reserved spaces. Individually marked' ' 
spaces (President/ Vi'ce President, Visitor, etc.) 
shall be reserved at air times. 

10. It shall be a violation for vehicles with "Reserved" 
decals to pa'rk in a non-reserved space. . ^ ' 

^ ' H; Midwestern University Police personnel shall have the 
authority to tow away, at the owner's expense, a motor vehicle found to be in 
violation of any University parking regulations. 

" * \ 

Section 7 . Penalty for Violations 

•Violations of campus traffic regulations will be processed in 

accordance wi.th the following schedule of fee^. 

i 

A. . Th,Q penalty for all'parking violations shall be Two Dollars 
($2.00) first offense,: Pive Dollars ($5.00) second offense, and Ten Dollars 
($10.00) third offense. Repetition of offenses to determine penalty shall be on 

a semester basis. ^ 

B. The penalty for failure to display registration decal shall be 
the same as all parking violations. 

C. The penalty for improperly displaying registration decal shall 
be the same as all packing violations. 

D. The penalty for all moving violations shall be Five Dollars 
($5.00) first qf fens e. Ten Dollars ($10.00) second offense, and Fifteen Dollar 
($15.00) third offense. 

E. An additional fee of Two Dollars ($2.00) will be assessed 
for each violation if the fee is not paid within TEN (10) CALENDAR DAYS 
immediately following issuance of th^citation. 



F. The following procedures shall be followed by persons who 
receive notices of violation of University traffic regulations: 

*^ * . ■ . 

1. Report to Traffic Office where violation fee Will be 

accepted. 

2. If the person charged is unable to pay the fee wirthin 
the ten (10) day period, he should report to the Police- Department. A waiver 
of the late penalty fee may be considered if suitable arrangements are made 
within the ten (10) day period. 

3. Should'a student wish *to 'contest a ticket, he may 
appeal in writing to the Traffic Appeals Committee throj^gil^ :he Student Affairs 
Office within ten (10) calendar days from the .date th^Tticket- was issued. .Tickets 



must be paid prior to appeal. ' A refund will be made if the student is found not 
guilty of the violation. In the absence of a duly appointe4, functioning traffic 
appeals committee, the Vice President for Student Affairs, Dean of Students and 
Assistant Dean of Students shall ^rve as the Appeals Committee to hear the caee 

4. Should the person charged not pay the violation fee / 
within the allotted ten (10) calendar day period, then the person charged v^^ll 
be mailed a notice notifying him that the ticket must be handled within ^even 
(7) days from the ,date of the notice. The late penalty fee will not be waived. 
Failure to comply with this notice constitutes reason for disciplinary action and 
a complaint may be filed in City or Justice of the Peace Court for the violation. 

^ 5 . Any person accumulating three (3) violations in one 

(1) semester will be subject to^disciplinary action including removal of parking 
privileges . ^ « 

<> 

6, Alltraffic and parking fees are to be paid at the 
Midwestern University Police Office between 8:00 A.M. and 5:00 P.M. , week-' 
days only. These fees may also be submitted by mail provided that ^he 
Midwestern University Police Department is contacted to determine the exact 
amount of the fee. " , . 

7. Should any member of the faculty or staff wish to 
contest a traffic citation, he or she may appeal in writing to a traffic committee 
within ten (10) calendar days from the date the ticket was issued. A hearing 
shall be held at the convenience of the committee and the results shall be 
forwarded to the Police Office within five (5) after the determination is 
rendered. The determrnation of the committee^'shall be final, except that the 
charge will be filed in the Justice or Municipal Courts should the cited person 
fail to follow the dictates«of the traffic committee. The traffic committee shall 
consist of three to five persons representing both faculty and staff and shall be 
appointed by the Presid^t. . • 

Section 8 . Exceptions Emergency Vejiicles 

The driver of an authorized em^gency vehicle, when responding 
to an emergency call or when in the pursuit of en actual or suspected violator 
of the law or when responding to but not upon returning from a fire alarm, may 
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exercise the privileges se^t forth in this section but subject to the conditions 
herein stated. 

, A. The driver of any authorized femergency vehicle except an 
ambulance may: 

1. Park or stand, irrespective of the prwisions of - 
these regulations. ' ^ - 

2. Proceed past a red or stop signal or stop sign. 

. / 3. Exceed the prima facie speed limits so long as he 

does not endanger life or property^ . . 

4. Disregard;i:^gulations governing direction of move- 
ment or turning in specified direction^ . . 
^ * 5. Police vehicles may disregard alley regulations and 

traffic control signals or devices while in the performance of duty. 

B. Driver of an ambulance may do all those acts set out in 
numbers 1, 2 and 4 of subsection A; however, the driver of an ambulance may 
not exceed the prima facie or posted speed limits in exeess of ten (10) miles 
per hour and may not enter or proceed through any intersection that is controlled 

^ by an official traffic control device other than a signal, at a speed greater than 

ten (10) miles per hour. - • • • ' 

C. . The exemptions herein granted to an alithorized vehicle 

. shall apply only when the driver of any said vehicle while in motion sounds 
audible signal by bell or siren, as may reasonably be necessary, and when 
\ the vehicle is equipped with at least one (1) lighted lamp displaying a red 

light visible under normal atmospheric conditions from a distance &l five hun- 
dred (500) feet to the front of such vehicle, except that an authorized emergency 
vehicle op,^rated as a police vehicle need not be so equipped . 

D. The foregoing provisions shall not relieve the driver of an 
, authorized emergency vehicle from the duty to drive with due regard for the 

safety of all persons, nor shall such provisions protect the driver from the 
consequences'" of his reckless disreg^ard for the safety of others. 

Section 9 . Definitions 

A. Campus shall include all property bounded by Hampstead 
^ Lane on the north, Taft Street on the east, Midwestern Parkway on the south 

and West Campus Drive on the west. 

B. Vehicle sh^ll be every device in, upon or by which any 
person or property is or may be transported or drawn upon a highway or street, 
except devices moved by human power or used exclusively upon stationary 
rails or tra_cks . 

b 

C. Motor vehicle shall include all vehicles which are self- 
propelled. All such vehicles must be registered. 

^ D.. Student shall include all persons enrolled in credit and 

non-credit courses . r% r\ ' ^ 
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E. Student Responsibility is defined as responsibility for any 
vehicle that is registered in his name regardless of the operator. Parking 
tickets are issued to the automobile, not the operator. The student is also 
responsible for any vehicle operated by him regardless of the state vehicle 
ownership registration. • 

F. • Visitor shall .be defined as one who has no affiliation, 
associatipn or relationship with Midwestern University as a student, faculty, 
staff or eiyployee. 

G. Authorized Emergency Vehicles shall be vehicles of the 
Midwestern University Police Department, Wichita Falls Fire and Police 
Departments, Public and Private Ambulances for which permits have been- 
issued'by the State Board of Health, emergency vehicles for the City of Wichita 

'Falls, emergency vehicles of all utility companies holding valid franchise from 
the Cityof Wichita Falls , Texas, and all wreckers that have a towing capacity 
of 12,000 pounds or more and are equipped with the following: ^ 

1. One yellow beacon ray 

2. Three sq^fety flares - burnable type or glass- 
reflector type 

3 . One broom . 

4. One shovel \ 

5. A radio capable of sending and receiving on 
the police frequency \ 

6. Safety four-wheel brake lock 
^ 7. Heavy-^uty steel chains 

8. A heavy-duty tie rope 

9.. One four-pound dry chemical fire extinguisher 
10. Minimum of $2 5, 000 and $5 0", 000 Public 
Liability Insurance 



H. Right of Way - The privilege of the immediate use of the 



■Roadway. 



'I. Park - When prohibited means the stopping or standing 
vehicle, whether occupied or not, otherwise than temporarily for the purpose 
of and while actually engaged in lopidicig or unloading. 
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J. Person - Every natural person, firms , *'co-partrfership 
association or corporation. . . .. 

9 

K. Driver - Every pers:on who drives or is in actual physical 
control of a vehicle. '.^ - ' " * * 

L. Pedestrian - Any person afoot. 

^ ^ ; Police Officer - Every officer of the Midwestern University 

Police Department or any officer authorized to direct or regulate traffic or to ' ' 
make a'rrest for violations of' traffic regulations. ^ 

N. Street or Highway - The entire width between the boundary 
lines, of every way publicly maintained when any part thereof is open to the 
use of the public for purposes of vehicular travel, 

O. Roadway - That portion of a; street or highway improved, 
designed or ordinarily used for vehicular travel, exclusive of the curb or 
shoulder. In the event a highway includes two (^) or more separate roadways 
the term "Roadway" as used herein ahall refejr^/fo any such roadway separated 
but not to all Such roadways collectively. 

/' _ . *• . ■ "■ 

P. Traffic Control Signal - Any device, whether manually, 
electrically or mechanically oiierafted, by which traffic is alternately directed 
to stop, and proceed, , / • 

Q. Moving Violations - Any violation where a vehicle is being 
operated by a driver or occupied by person in the driver's position of the 
vehicle. 

R. Parking Violations - Any violation where the vehicle is not 
'being operated by a driver, including all registration violations. 

Section 10 , General Information 

A. All thefts, accidents artd offenses that occur on campus 
should be reported immediately to the Midwestern University Police Office or 
to the Policeman on duty. 

B. A record of all serial numbers on valuables should be kept. 
Mark auto accessories so they m^y be identified. Write your name and address 
on all, textbooks . 

*C. Keys or valuables should not be left in cars . Always keep 
your car locked . , ^ 

ARTICLE IV. OTHER OFFENSES 

' Section 1 . Firearms, Fireworks, and Explosives 

Possession of firearms, fireworks or explosives of any* descrip- 
tion IS h;ereby prohibited on University grounds or property or in approved 
^ student housing . 
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Section 2 . Gambling 

Gambling in any form by the use of cards, dominoes, billiards, 
\ dice, pool, table tennis, snooker or any other means specifically defined by 
^ State law, shall be prohibited on University grounds or property or in approved 
student housing . 

Section 3 . Alcoholic Beverage 

It shall be urtlawful for any person to consume any alcoholic 
beverage or for any person to possess any alcoholic beverage for the purpose 
of consuming same on any University grounds, in University buildings or in any 
approved student? housing . Alcoholic beverage, in so far as it is applied to this 
Section, shall mean alcohol and aay beverage containing more than one-half'of 
one percent (| of 1%) of alcohol by volume whioh is capable of use for beverage 
purposes, either alone or when diluted, including all distilled spirits, liquor, 
wine and vinous liquor and ale and malt liquor as defined in Article 666-3A of 
Vernon's Annotated Penal Code Of the St^te of Texas . 

^ection 4 . Unlawful Demonstration and Assembly 

It shall be unlawful for any person, acting either singly or in 
concert with others, to obstruct or disrupt, by. force or violence or by stated 
threat of force or violence , any teaching, research, administrative, discipli- 
nary, public service or other activity authorized to be held or conducted on the 
cai^pus of Midwestern University. As used in this regulation, the words force 
or violence*' include such acts as "stand-ins," "sit-ins," and lie-ins," when 
suc'h acts are-in fact obstructive or disruptive of any of the^ authorized activities 
listed above. 

Section 5 . Parades and Processions 

No prd>cession or parade shall be held on University grounds or 
P^Dperty without first securing a permit from the^Vice President for Student 
Affairs and all such ^reques'ts for permits shall state .the time, place of forma - 
tion, proposed line of'ragtrffh, destinatio'h , ^nd such other regulations as the 
Vice President for Student Mi»;rs may set forth therein . 
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Section 6 . Obstructing Streets, Sidewalks 



It shall be unlawful for any person or for any grouping or 
assemblage of persons whose standing, remaining or congregating upon any 
street or sidewalk on Midwestern University properties shall obstruct, prevent, 
, or interfere with the free or unobstructed use of said street or sidewalk by 
other persons, to fail or refuse to move on or to disperse upon beings-ordered 
to do so by anyvpeace officer of Midwestern University or other peace officer 
of the State of Texas. * * 

Section 7 > Trespassing 

shall be unJawful for any person to trespass upon the grounds 
or use the facilities of Midwestern University without the express consent and, 
permission of the University. It shall further be, unlawful for any person or 
persons having legitimate acce.ss to the buildings^and facilities to enter into or 
use such buildings and facilities during prohibited hours as promulgated and 
amended from time to time by the University administration. 

Section 8 . Solicitation , • 

It shall be a violation for any person to solicit or sell to 
' individual students at any time*on the property, campus or grounds of Midwestern 
University except in those cases where specific authorization has been exten'ded 
by the Board of Regents of Midwestern University. • » ^ » 

Section 9 . Penalty 

' ' ■ Every person violating any of the provisions of this Article 

shall loh deemed guilty of a misdemeanor, and upon conviction, shall be 
punished. by a fine of not more than Two Hundred Dollars ($200.00). 

^ ARTICLE V. The. provisions of these Articles Shall be cumulative of all other 
regulations governing the Acts herein defined and any such regulation previously 
promulgated found to be in conflict with these provisions shall be anc/the same 
IS hereby repealed. ^ 

ARTICLE VK If anv provision of these Articles is held to be invalid, such 
invalidity shall rwf affect other provisions which can be given effect without 
the invalid provision, and to this end the provTsions of these Articles ^re 
declared to be severable. 

SECTION 24. PUBLICATIONS POLICY AND PUBLICATIONS BOARD 

X Publications Policy 

All publications will jnaintain the highest level of excellnnco iri such - 
matters commensurate with the dignity of an institution of highcir <::riucat ion . 

Publications Board 

1. It shall be the purpose of this Board to supervise tho followmq campus 
publications: The^Wichitan , Wai-KuA, Faculty Forum Papers , Alnmsci, 
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Scholarly Studies, Midwestern University Quarterly and^ such other 
publications as may be authorized by the Board of Regents. » 

2. The Board shall be composed of eight memt)ers. ThrSe (Vice President for 
Academic Affairs, Vice Presidq&t for Student Affairs and Vice President 
for University Affairs) ^hall be appointed by the President of the University; 
four members sha»ll.be elected for a period of two years in staggered terms - 
one faculty member from each School to be ^ected;by the School; and one . 
student to be elected by the Student Senate. The^ Vice President for Business 
Affa irs , chairijien (Si related committees or faculty advisors of each publica- 
tion shall be ex-officio members. The Chairman of the Pub*lications Board 
shall be elected by voting members to serve, for a period of one year. 

3* When tha Publications Board cannofe agree on a given item, final approval 
or rejection shall rest with the President of the University. ^ 

4. Basig responsibilities of the Publications Board shall be: 

a. To approve recommendations for campus publications. 

b. To recommend adequate funding of each publication. 

}* 

c. To approve faculty sponsors, editors and to appoint necessary 
committees to assure proper handling of each publication. • 

d. To approve general policy of each publication and supervise 
activities of all publications within the confines of the Publications 
Policy as set forth abpve. ^ 

e. To accept responsibility for decisions on controversial items when 
such items are -'stibm itted by the editor, thereby releasing the editor 
of responsibility. If the Publications Board so^sires, it may pass 

; this or any other responsibility for decision on to the President of 

the University v^ho vjill^gj^ally approve or reject. 

SECTION 25. RETIREMENT 

All faculty and staff who have passed their sixty-fifty birthday will be 
retired. Any appomtments beyond this period w^ll be on an annual basis at 
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thQ discretion of the Board of Regents. Such appointments may be made in. 
keeping with the following options: ^ .' ' 

Deans of Schools and Department Chairmen may be retained after age 
sixty-five and assigned to teaching duties on a full-b^tne or modified basis, 
determined by the physical and mental vigor of the individual and the needs 
of the University, at a salary to be determined. 

An administrative officer^ on the basis of his ability to perform and the 
needs of the University, maybe assigned to teaching duties, if qualified, or j 
to a position involving subordinate duties in the office .previously held, or to 
some other assignment mutually agreeable to him, the administrator responsible 
for the area involved and the President, at a salary to be determined. 

The effective date of retirement shall be August 3 1 of the fiscal year 
which includes the stipulated age of sixty-'five. 

No person shall Be retained on the faculty or staff of the University 
beyond August 3 1 of the fiscal. year in vyijich he reaches seventy years of age. 

SECTION 26. SMOKING l' 

As a precaution against fires, and iff recognition of the fac4: that some 
people find tobacco smoke unpleasant, smoking within classrooms, laboratories, 
studios or designated areas is prohibited. Employees should be guided at all 
times by what is appropriate and in good taste. 

<: SECTION 27; SOCIAL SECURITY 

By action of the Board in 1956, Social Seclirity for both academic and. 
non-academic personnel of the University was approved. The law requires the 
University to deduct specified amounts from the'earnings of each employee and 
this IS matched with an equal amount by the University. Details are available 
m the Business Office, * ' 

SECTION 28. SOLICITATION BY SALESMEN 

-J 

Because M idwestern University desires to obtain maximum efficiency 
from the faculty and staff in application of time and effort, and because on- 
campus solicitation of business by certain firms and collection agencies whose 
concern has been primarily d;med at individuals for personal purposes has 
caused loss of working time and created job distractions within and on the 
campus of Midwestern University, solicitation ol business and collection of 
accounts from and on behalf of individuals for personal purposes iB prohibited 
on the campus and grounds of Midwestern University except in those cases 
where specific authorization has- been extenderl by the Board of Rog/)nts of 
Midwestern University and/or is (peVm itted by Legislative EnactmonLs. 

SECTION 29. SOLICITATION OF , ' ^^ 

; . FUNDS IN UNIVERSITY'S NAME 

Any solicitation of funds m the nanie of the University or any depar tment 
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or organization thereof, whether faculty or student, must be approv^ed by the 
Vice^ resident for University Affairs. A statement clearly outlining both the 
procedure to be used and thai use to be made of the funds must be submitted in 
writing before the solicitation is approved. No member of the staff or student 
body shall have the righl.to use the name of the University in any personal 
ventures. In cases where such may- be done, on'testimony of a d(^or, such 
funds become'the property of the University. 

SECTION 30. STANDARDS OF PERSONAL CONDUCT 

' Every effort is made by the University to employ personnel who are not 
only competent in their chosen duty but who "understand the rights. and duties 
of the citizen in'a democratic society" and who are '^diligent and csompetent in 
the* performance of their obligations as members of the C9mmm;^ty and citizens 
of the state and nation." Personal conduct which does not measure up to a 
high standard of excell-erm:e shall be grounds for dismissal. Good manners and 
*good morals are the keys to wholesome campus influence. 

ARTICLE 5252, Section 9, Vernon's Civil Statutes, further states: 

STATE OFFICERS AND EIVlPLOYEES\ STANDARDS OF CONDUCT 

Chapter IDO " * ' 

H.B, No. 3 

^ ^ ' Declaration of Policy 

Section 1. It IS hereby declared to be tffe policy of the Legislature 
that no officer or employee of a state agency , Member of the Legislature or 
legislative employee should have any interest, fin^incial or otherwise-, direct 
or indirect*, or engage in any business or transaction or professional activity 
or incur any obligation of any nature which is in substantial conflict with the 
proper discharge of his duties in the public interest. To implement such polfcy ' 
and strengthen the faith and cbTsifidence of the pcopl^ of Texas in their Govern- 
ment, there is herein enacted a code of ethics setting forth standards of conduct ^ 
to be observed by state officers and entp>loyees in the performance of their official 
duties. It is-the intent of the Legislature that this>code shall s^rve not only as 
a guide for official conduct. of the State's p^ublic servants but also as a basis 
for discipline of those who refuse to abide by its terms. 
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Definition 



Section 2, In this Act/. unless the/context otherwise require^: 

/ • 
• (a) "State agency" means any ofyice, department; commission or 
board of the executive department of government, * 

(b) "Regulatory agency'' means tfhe Boafd of Insurance Commissioners, 
Banking Department, Railroad Oommissi/on, and Texas Liquor "CTontrol Board . ^ 

(c) "Legislative em.ployee" means an officer or employee of "the 
Legislature, Legislative Budget Board 7 Leg is la tive^ Council and the State 
Auditor's Office, but does not include/Mgmbers of the legis lature . 

Standards/ of Conduct 

Section 3. (a) No officer o/ employee of a st^te agency ; legislator or 
legislative employee shall accept a/ny gift, favor, or s^rvicfe that might reason- 
ably ten'd to influence him in the discharge of his official duties. 

(b) If an. officer or employee of a state agency, leg is la tor or legislative 
employee is an officer, agent, or member of^ o.r owns a controlling interest in 
any corporation, firm, partnership, >br other business entity which is under the 
jurisdiction of anit^sji,ate regulatory agency he shall file a sworn statement with 
the Secretary of S]:3^>disclos ing sych interest, " ^ * , 

Cc) No^'C^ficer^or ^employee of a state agency, legislator or legislative 
"t^flrhployee shall use his oSficial position lo secure special privileges o\ ex- ; - 
emptions for himself of others, except as may be otherwise provided by law.'' 

(d) ^ No^member of the Legislature who has a personal or private interest ' 
in any measure or Bill, proposed, or pending before the Legislature'shall vote 
thereon but shall disclose such interest to the House of which he i-s a^Member 
and such statement shall be recorded in the Journal. 

(e) rvTi) officer or employee of/a" state agency , Legislator or legislative, 
employee shall accept employment or^engage in,any business or professional 
activity which he m'lght reasonably expecfwould require or induce him to dis- 
close confidential information acquired by him by Veason of his gfficial position. 

(f) No gfficer or employee of a state agency. Legislator or -legislative 
employee shall disclose confidential information gained/by reason ^SK. his official 
position, nor shall he otherwise use- such infofmation for his personal gain or 
benefit. ^- ^ 

(q) No officer or cniploye^c of a statd-aqency shall transact any business* 
m his official capacity with any business entity of which ho is an officer, agent, 
or member, or in which he owns a controlling interest. \ 

Chj No officer or on^ployee of a srate agency^shall make persoVial invest- 
ments in any enterprise which will create a substantial conflict between his 
private interests and the public interest. ^ ^ 

(i) No officer or em[)loyee of a state ag(^ncy nor any firm, associatic 
corporation or other business entity in which ho Ij^ a rnembc>r, aq^-nt, or officer, 
or in which he owns a controllinq interest, sl-rail sell qoo:Js or service-s' to aFiy 
^person, firai. association or corporation which is licensecJ by or r(?qulated- in 
any manner by the state agency in which such officer or omf)loyfu» serves.- ' 

(j)* No officer or employee of a state} aqoncy, Lf^qislator or legislative 
employee shajl accept other employment wfiich rnKjht irru^air his indc^pendence 
of judgment in the performance of his public duties. 

(k) No officer or (mipLoyc^e of a slain agf.^nry. LcHjusiator or, Icqi-slativo 

' ' . .47- ' . } 
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employee shall receive any compensation for his Services as an officer or 
employee df a statejagency, Legislator ^r legislative employee from any source 
other than the State of Texas, except as may be otherwise provided by law, 

^ , Non-compliance 



Section 4.. The failure of any officer or employee of a state agency, 
Legislator or legislative employee .to comply with *one or more of the foregoing 
standards of conduct which apply to him s'hall constitute grounds for expulsion, 
removaLfrom office, or discharge, whichever is -applicable, 

' : SECTION 31. UNIVERSITY DAMES > " 

Theijniversity Dames is a social organization forwomen on the 
tJniversity faculty and staff and for wives of men on the faculty and staff. 
One of its primary purposes is to help new members become acquainted and 
'to help all members^to know each other better.. The University Dames meet * 
approximately once each Tno nth- for programs, luncheon^, teas and other such . 
activities as the program cbmmittee plans. Throughout the year, there are. other 
V informal gatherings of various groups within the organization. 
■ . . ■ ^ 

• • SECTION 32. USE OF ALCOHOLIC BEVERAGES " . ' 

None of ttie monies appropriated by ;the'State shall be used for the pay- . 
ment of salaries to any^employee who uses alcoholic beverages while on active 
duty. None of th^ funds appropriated by the State^ for travel expenses may be y 
-expended for alcoholic beverages . • * ' ^ . ; 

• . ' • • - •• - ' 

SE.CTION 3-3 . USE OF OFFICE TELEPHONES/ ■ 

' Excessive use of office telephones by pej^ons other than thoge employed 
in the offices has res>ulted in tying up lines ancf geis^eral distraction to- office 
personnel; therefore, use of office telephones is restricted to 6ffice personnel 
except in case of emergency., 



■ - « Long-distance. telephone calls charged to the University must be sub- 
mitted to the switchboard operator oli- the Long-Distance Telephone Report lorm. 
The report forni must be signed by the department head and must be filled out 
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Qompletely^with adequate details as to the purpose of the call. This report 
form. shall be the basis for charging the long-distance telephone cails*to the ^ 
respective departments.^ Unofficial calls are not to be charged to the University. 

^ ; SECTION 3-4. USE' OF UNIVERSITY MATERIALS AND EQUIPMENT 

. Departmental budgetary limitations are the only restrictions to unlimi- 
ited use of University materials and equipment for classroom and laboratory 
activitifes, and for University- sponsored programs.' IThiversity property^ will 
iiot be used for the printing and distribution erf" unauthorized publications nor 
for publicizing in ariy v\^ay activities and programs net sponsored by the 
University nor for printing materials t6 be used iri .off-campus programs un- 
related to the University.. " 




• , . . PART II. 

,, UNIVERSITY AFFAIRS POLICIES AND REGULATIONS " ' 

'SECTION.!. STATEMENT OF PURPOSE ^ 

' ' ' 

When a university begins to think seriously about the init iat ion 'of a 
university advancement program, or the revamping of the one it already has, 
it generally means that the institution clearly foresees the. need f(5r a 
program which will project the desired image of the university to its many 
constituencies. The end result of such a program is to bring to the insti- 
tution increased measures of good wi.ld and increased finan^al resources, 
for predetermined purposes. '"'^ .> 

.University Affairs jis that part of educational administration includ- 
ing the primary activities of" private and federal financial resources , .public 
relations, public^ information, campus hospitality, planning, deferred giving, 
ex-student affairs and intercollegiate athletics. . 

The University Affairs program is -more than just raising funds on an 
annual basis . Complete results of this program may not become evident for 
a considerable period -of time. Even after the desired image is recognized, 
the institution must gain the confidence and good will of the various i pub 1 ics 
to merit their support. The University Affairs staff does not advance an 
institution alone. It takes a fully integrated organization. 

, * SECTION 2. SOLICITATION OF FUNDS 

The fund-raising phase of a University Affairs program must be a care- 
jtfully coordinated activity. Most gifts of consequence are the results of, a 
careful cultivation of the donor. It is not a sound praptie^ to have poten- 
tial donors plagued by several persons frc3m the University, each requesting 
support for an activity. . 



Any soTiT^iJ^at ion of funds^in the "name of the University or any depart- 
ment or. organ izatiot>-4^jer eof , whether faculty or student, must be approved 
by the Office of the Vic^^tesident for University Affairs. A statem'^fent 
clearly outlining both t&e procedure to be used and the use to be made of 
the funds must be submitted in writing before the project can be*" considered 
for approval. ^ • " 

No member of the faculty, staff or student body shall have the right 
to use the name oF the University in any personal ventures. In cases where 
such may be ddne, on testimony of a donor, such funds become the property 
of, the University. 



SECTION 3.« DEVELOPMENT OF PROPOSALS FOR FEDERAL OR FOUNDATION SUPPORT * 

Individuals who will develop proposals "for federal or foundation sup-, 
port should note the following procedural , s teps for the" progress of the 
request from initiator to final approval. 

1. Review and concurrence by the Chairman of the dep^i^rtment in which 
the project originates. 

^ 2. Sud^et review and concurrence by the Vice President for Business 
^ Affairs. » . ' -> «* . 
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3. Review and concurrence^ for compatibility with policies and reg-A 
ulations of tht University and supporting agency by " the Vice 
President- for University Affairs. 

^- ' 

4. Review and concurrence ffy the Dean of the School in which the 
project originates. . 

5. Review and concurrence by the Vice President for Academic Affairs. 

6. U Review^ concurrence and signature by the President of the University 

or his authorized agent. 



Pifocedurejs are stated in detail in^ the Proposal Preparation Handbook. 
Copies are available from the University Affairs Office. 



Information concerning possible sources of funds is maintained 6n cam- 
pus in the University Affairs Office. 



SECTION 4. PUBLIC INFORMATION OFFICE 

All items of university news are -to be sent to this office for release, 
Distribution of news releases to all interested, persons at the same time 
helps the University to maintain good relations with all news media. 

Deadlines of the two local and arep newspapers will be respected. 
Radio and television stations require no definite deadline but copy should 
be at the station several minutes before air time, i 

Whenever possible information sent 'in for release by faculty members, 
organizations 3 departments or schools should be typewritten giving all the 
basic facts. ' Those times when the foregoing cannot be done, telephone the 
Public Information Office; however, have all the basic information avail- 
able when you call. 
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SECTION 5. OFF- CAMPUS SPEAKING AND PERFORMANCE 



Faculty and staff members are encouraged to participate in off-campus 
activities as a public service. Since the University has no funds available 
to offer such services free of charge, it is expected that the group engaging 
a person will meet such costs as mileage, meals, lodging. Honorariums are 
generally not required; however, this should be cleared by the individual 
accepting the engagement ahead of time in order to avoid embarrassment and 
misunderstand^Lng. , * * 

SECTION 6. UNIVERSITY PUBLICAT-^IONS ' 

^There -are certain publications that are .essential^to the orderly opera- 
tion of any institution. Some such publications are the general catalog, a 
general institutional newsletter or magazine, brochures or folders dealing 
with special programs andT:hose needed to tell *its m^ny publics what uni- 
versity is accomplishing and how adequate support may enable it to do £t better 
job. . 

Coordination of such publications is ^lUdled by the University Affairs 
office/ Personnel in the University Affairs office are available to assist 
departments in the^ preparation of folders or brochures for their programs. 

♦ — 

SECTION 7. EX- STUDENT MEMBERSHIP 

Anyone atten4ing Midwestern University one year or more is a member 
of the ^Ex- Student Association, ^ 

The purpose of the Assoc lation is to ^timulate^ the interest and par- 
ticipation of the alumni, in the progress of the Universitry and ;tO preserve 
and further the feeling of loyalty and fellowship between the Institution, - 
faculty, students, and alumni. V^^^^ . - 

Any former students of Midwestern University who havfe^^^tteria%"d one year 
or more or any member of the faculty and staff , will be an active^ member of 
the Association upon sending a' gift of $10.00 or more to ,thev Annual Fund. 

Any persons not being former students or members o'f the faculty .and 
staff who have a genuirte' interest in the welfare of^the University may be- 
come associate members of the Association' upon sending' in theit name and^pay- 

ing the' annual dues. - *^ ' . • 

■ . - * . ■ 

Any person not being a former student of the University who has per--. . 
formed some signal service f or the 'eUniversi ty may.be elected to honor*ary . * 
membership by the Executive Council of the Association. * * 

SECTION S. ^INTERCOLLtEGIATE i^THLETICS ^ 

The University sponsors an intercollegiate athletic program recognizing 
the broad educational, social, ethical and physical values inherent in such 
a program. ,The Athletic Program attempts to provide a labc^ratory for the 
development of unsel f ishness , sel f- sac r if ice , individual, team aitd institu- 
tional loyalty. > , 

Athletics provide an environment where, regardless of race, creed or 
economic level, success may he achieved because of effort, perseverance., 
merit and dedication to purpose. . , 

The 'aature and size of this institution pre-dWermines that all the 
athletic cyaching staff have teaching responsibilities-. 

. -52- , V. • , 



The following are basic objectives for. the^thletic program: 

1". To provide opportunities for s'tbdents to develop their talents and 
.fulfill personal desires for competition through parMcipatiqn in 
a variety of sports, . \ 

2. To encourage the student athlete's wholehearted endeavors in ac- 
* quiring an' educat ion worthy df his best efforts. 

3. to provide a , standard arouhd which the students^ facul-ty, staff, 
alumni and friends of'* the University can rally. \ 

^4. To provide an. opportunity for the students^ faculty , staff, alumni 
and friends to' learn, appreciate, and enjoy an involvement with 
keen competition; a^d this with dedication to spor t*smanship , res- 
pect for others, adh'ference to the rules and ethics ofi the game. 

5. ' To provide con^etent guidance by sustaining a strong athletic 

committee which recommends policies and procedures to the Univer- 
sity administration f-or governing athletics. 

6. To provide a development laboratory for, vocational careers for - 
coached and recreational personnel. 

7. To apply the standards accepted by academic departments to all 

. coaching personnel Vho have administrative or teaching responsi- 
bilities. ^ . I y 

8. To evaluate continually the entire athleVlc program in all its 
phases 'to insure cohfi^istent adherence to. the stated objectives. 

The following policy statem.ent' regai^^ing intercollegiate athletics was 
dopted by the Boasd of Regents on May 13, 1972. 

1. That the Midwestern Coliseum be used as follows: 

a. For educating students in the art of all types of athletics 
and physical educat ion. 

b. For general faculty use as to physical development. 

c. For promotion of recruitment of prospective students. 
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d. For various types of entertainment that produce revenue for 
athletics, or other Midwestern organizations. . . 

e. For promotion. of good will of the general public. " , 

. f For any other purposes that the administration or Athletics 
- Committee deem advisable. ' " . 

2. That the position of Athletic Director be increased in authority 
and that he eventually be in charge of recreation sports, that 

. the Athletic Director be a member of a committee that schedules 
the use of the Coliseum and tha,t the Athletic Director be in 
, charge of all coaches of intercollegiate athletics. 

3. That the intercollegiate athletic/program be expanded to compare 
favorably witK other State- supported universities out size, and 
that, minor sports be added to our program as soon as finances are 

flw available. ;^ ' ' • 

4. -^hat the Athletic Committee be consulted and advised with on all 

major 'policy matters concerning the athletic program. 

SECTION 9. INTRAMURALS and EXTRAMURALS < 

The intramural movement probably started because of the interest of men 
who did not take part in varsity athletics but who wanted to participate in 
team sports. The scope of intramurals - extramurals has been expanded to in- 
clude a wide variety of sports and recreational activities. 

Objectives of the intramural-extramurals have broadened as the programs 
(have grown. The intramural program objectives include; 

1. An opportunity to use leisure time in a wholesome way. Relaxation 
through physical recreational activities is just as important dur- 
ing- school 1 if e as after-school life. •^li^ 

2. An opportunity to develop physical fitness traits such as strength, 
endurance and the neuromuscular cpordination that makes for agility 
and confident control of one ' s movements . 

3. _An opportunity to maintain b-etter mental, emotiomal, and physical 

health through exercise. ' 
• . . ' • . 

4. An opportunity to increase social contacts through intramural play. 
Friendships established in the classroom are often increased on the 
playing fields . • ; 

5. An opportunity to develop group loyalties by belonging to a team. 

6. An opportunity to develop a permanent interest ,in sports. -JJhe 
tramural program offers great canry-over values* to those^stu 
who participate in the activities 

The extramural athlatic program is a volunteer, nbticredit act 
which provides highly- skil led men and women the desired cOmp.etitipn 
other c.olle,ges and universities. No scholarships are available in 
mural activity This program as an oujLgfowth of the intramural pro 
been oftered because, 
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It is believed that men and women shdul^d have the opportunity to 
learn sports skills and participate in sports which are valuable ' 
social and recreat iona,l ' tools which ma,y be used to enrich their 
lives in our society. 

It Is believed that men and women can benefit from physical 
activity, in maintaining general health. 

It is believed that men and women will develop self-confidence and 
•establish desirable interpersonal relationships through sports ^ 
part icipation . ^ ' , 
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I . ■ PART III ■ ■ 

ACADEMIC POLICIEa-AND REGULATION^ . 

SECTION 1. ACADEMIC FREEDOM AND^IADEMIC RESPONSIBILITY - 

The purpose of this staternent -is to promote public understanding and 
suppoiTt of academic freedom and 'tenure and agreement upon procedures to 
assure them at^Midwestern University. Midwestern University, is conducted 
for the ccanmon good and not to further the interest of either the individual 
teacher or the institution <ls a whole. The common good depends upon the- 
free .se^ch for truth and i\s free expositioy- 

Midwestern University is conmitted to the solution of problems and 
controversies . by the method of rational discussion. 7 Acts .of. physical 
force or disruptive acts which interfere with Univ^sity activities, 
freedom of movement on campus, or freedan for students. to pursue their 
studies are the antithesis of academic freedom and responsibility as are ^ 
acts whicdi in effect deny freedom of speech, freedom to be heard, and 
freedom to pursue' research of .their own choosing to members of this academic 
' comnynity or to invited visitors to this community. 

Academic freedom is the right of scholars in institutions of higher 
education • freely ■ to study, discuss, investigate, teach and publish. 

: A^demic freedan applies 'to both teaching and resear^. Freedan 
in its^'^eaching aspect is fundamental for the protection of the rights 
of the teacher in teaching and pS the student to freedom in "learning. It- 
carries with it duties' Correlative with rights. 

1 . Acadeimic Freedom ' - 



A. The faculty . member is, entitled to full freedom in research and 
-in the publication of the results, subject to the adequate performance of 
his other academic duties; but other activities for pecuniary return 
msst be based upon an understanding with the University administration. 

B. The faculty member is entitled to freedom in the classroom in 
discussing his subject; but he must be Careful to present the 'various 
scholarly views related to his subject and avoid presenting totally 
unrelated jnaterial . • 

2. Academic Responsibility 

The concept of freedom is accompanied by an equally demanding concept 
of responsibility.. The University teacher is a citizen, a meniber of a 
learned profession, and an officer of Midwestern University. When he 
speaks or writes as a citizen, he is fr^e from institutional censorship 
or discipline, but his special position in the community imposes special 
obligations. As a man of lealining and an educational offioer, h^ must 
ranember that the public will judge his profession and his in^itution by 
his utterances. Hence he should at all times be accurate, should exercise 
appropriate restraint, should show respect^ for the opinions of others, and 
should make every effort to indicate that he is not a Midwestern spokesman. 
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SECTION 2. TENURE POLICY 

Tenure means assurance to an experienced faculty member' that he i^y 
expect to continue in his academic position<s) ynleSs adequate 'cause for 
dismissal is dononstrated. in a fair hearing,, following established prxD-. ' 
. -cedures of due process.. Tenure is not conferred automatically, but may^ : 
be ^ granted by the Board of Regents who 'act. on recommendatign by the Midwestern 
University administration. A recommendation for or against tenure will be' 
. made in writing on or before the eijd of the year preceding the year of expira- 
tion of the I provisional period, by the department chairman, 'endorsed by the. 
0 dean of the school and sent to the office of the vice president for academic 
affairs. ' . . , 

Tenure for the faculty. at Midwestern University may (be considered 
by the Board of Regents according to the following conditions: * • 

1. faculty member shall have received increasingly saitisfacto'ry. 
•" to superior merit ratings during the provisional period. 

* ... ^ ■ 

2. Beginning wit]i appointment to the rank of full-time i/istiMctor 

or higher rank, the provisional period for considering a*^aculty member . 
for tenure shall not exceed seven years , including within this period ' 
appropriate^,^l-tijne service as a faculty member in all institutions of 
higher education. This is subject to the provision that when, after a 
term of provisional service of at least three years in one institution • . 
which- is acknowledged in writing at the time df employment, a faculty member 
is employed by Midwestern University, his. new appointment is for a pro-, 
visional period of not more than four years' (even though thereby the' 
person's tot^l provisionalw period in the academic profession is extendecP^ 
beyond seven years). Tenure may be granted after one year of service to 
a faculty^ member who leaves a tenured position at another institution to • 
come to Midwestern. In all other cases a faculty menber must serve a mini- 
mum provisional period of three' years at Midwestern University. No faculty 
member will be granted. tenure until he has achieved the rank of assistant 
professor or higher. ' _ 

A faculty member assigned to an administrative position does not have 
tenure in .that position. An administrator above the level of c^epartment 
chainnan who holdfe tenure in his professional rank must be reevaluated upon 
assignment to full-time teaching responsibilities. * 

Cause for dismissal of a faculty member with tenure may be established 
by demonstrating professional incompetence, moral turpitude, or ^neglect of 
professional Responsibilities. 
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. Phasing out of institutional programs, or cases of financial 
emergency may require exceptions to tenure regulations: 

1. • Faculty members involved in such adjustments will be given 
opportunities for appointment in related a2?eas provid-ed they are qualified 
professionally to Jieach in such areas, and such positions are available. 

2. . Faculty members who can present prima facie evidence -of discrim- 
• inatory treatment or infringement of academic freedom in such situations 

have the right to a fair hearing before the Hearing Ccpmittee. 

. 3*. Any faculty member involved in such a read j us.tment process who * /' 
is still on the Midwestern University staff has the right to reappointment 
to his' previous position if it is reestablished Within two calendar years. 

If the faculty appointmeM is to be terminated, the faculty member, 
except in cases of moral turpitude or neglect of professional responsi- 
abilities, will receive a salary .'for no more than one year. 

1. Faculty Dismissals . 

Dismissal procedures, established in anticipation of their being 
needed, are essential to an effective tenure system. At Midwestern 
University, they h^ve the.-following components; " , 

A. -These dismissal procedures apply to a faculty member (1) who- 
has tenure, or (2) whose term appointment has not expired, or (3) who 
alleges a prima facie case 'of a violation of acadeiriic freedom in the non- 
renewal of his contract. If he has tenure or an unexpired appointment 
extending beyond the period of the proposed dismissal, 'the burden of proof 

is upon the administration to show adequate cause why he should be dismissed. 
If he ^ does not have tenure, but contends that the non-renewal ofjhis contract 
constitutes a violation. of his academic freedom, the burden of proof is upon 
the faculty member. 

B. Proceedings for dismissal . cases are as follows: 

(1) Personal Conference . When reason arises to question 
the fitness of a faculty ijjiamber, the appropriate 
administrative officers will discuss the matter with 
him in personal conference. ' The matter may be 

' terminated by mutual consent at this point;, but if an ' 

V ' adjustment does not result, the matter will -be taken 

^up by an advisory committee. 
' " .J 

(2) Advisory Committee . The advisory comnaittee is to be 
a standing comnattee composed of one member elected 
from each of the schools full-time tenured teaching 

K . ^. faculty" for a staggered"two-year term. All school ■ 

^ members with the academic rank of instructor or above 
' are eligible ^fo vote for the cdmmittee member. The / 

committee ^s proceedings may be informal and flexible* 
It will make ^uch inquiry as it deems necessary, offer 
confidential advice to the faculty member and the 
administration, and attempt to effect an 'adjustment. 
If none is effected, the advisory committee, the faculty 
member, or the President may recommend a heatdng^ 
Investigation and deliberation of the ^committee on 
a case should be accomplished within a. three-week 
schodl calendar period. ^ Q' ^ ' ■ 
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If a hearing is recanmended, the President will 
send a .registered letter f o the faculty meiriDer inform- 
ing him. of the grounds for dismissal proceedings , and 
irifdritdng. him",that5 should he so request , a hearing 'to 
determine whether he should be removed from his. faculty 
position will be conducted Dy the hearing caiinittee 
at a specif ied time and place on campus. The President's 

. letter, should inform the faculty member of the procedural 
rights, which will be. accorded to him in the hearing. 
These should include a faculty adviser of his own 
choosing to-.^ct as -counsel; a full stenographic reconi • 
of the proceedings 5 a transcript of wh^.ch is to be made 
available to him and to the President; the right to * 

■ ■ question witnesses; the opportunity 1p be confronted 
by all witnesses adverse to him; and 5 if a witness - 
cannot appear 5 the right to the name and statement of 
the witness. 

\ ' Hearing Comrnittee . The hearing conmittee is to be an 
ad hoc committee selected by the following procedure. 
. The ■ executive committaef of the Faculty Senate will 
randomly select seven/members f ran the full-time tenured 
faculty of the University- Each niember so, selected may 
be challenged for cause to the executive committee 
of the Senate by either the 'faculty member or his 
representative, or the President or his representative. 
A faculty niember selected as a member of this committee 
may also petition the executive. committee to be excused 
for cause. Alternates are to be' selected as needed by 
the above procedure Ho replace those ruled ineligible 
to serve. 

If the faculty meni)er desires a hearing, he must 
write lo the institution's President within a one;d./eek 
period after official receipt of notification of dis- 
missal requesting a hearing and the selection 6f the 
hearing committee. 

Suspension of the faculty member from his usual 
duties during the proceedings involving him is justified 
only if his welfare or 'that of the institution or its 
students is threatened by his' continuance. ^ Any sutek 
suspension will be with pay and witJi appropriat;e p^It 
sions for useful duties whenever possible. 4, - 



GO' 



-59- 



* • ' Iri .deliberating, the committee will; allow-pral 

■arguments or written briefs by the President- oi^* his 
representative 5^ and by the faculty member or his 
representative. The comnjij^tee will make explicit 
findings vW.th respect to each of the grounds; of removal 
>^ presented and will recomend whether there is adequate 
cause for dismissal. If the committee's report is not 
unanimous, a minority report will be" filed. The 
committee's recoirmendation will be».conveyed in writing 
to the President and to the faculty member. 

(^) > Governing Board. The P^sident will report to the 
Board of Regents , through its Personnel Coiimittee, 
.any incidents requiring hearings and will keep the 
. Committee fully advised of all proceedings and the . 
final disposition of the case. 

^ ■ 

The President will 'transmit the full report of 
the hearing committee to the Board of Regents . If 
...e^^ard of Regents chooses to review the case, its 
review shoi^ld be. based on the record of the previous 
hearing, accompanied at the discretion of the Board 
by opportunity for argument by the principals or their • 
representatives. The decision of the hearing, ccmiittee 
should 'either be sustained or the proceedings be 
returned to the President and to the committee with, 
objections specified. In. such case, the committee 
sho 'Id reconsider, taking account of th^ stated 
objections and receiving new evidence if -necessary . 
•It should frame its reconsidered recommendation and 
' communicate it in the same manner as before . &ily ^ 
•after study ©f the comniittee-'s reconsideration may 
the Board of Regents ^render a written decision over- 
ruling the coirmittee. 
. V ^- 
2. ' Publicity . ' . . " 

The proceedings of the hearing coirmittee will. be .confined to 
^,ie principals, their advisers, the witnesses called by the committee, and 
such observers as the coirmittee may specifically invite. The advisory 
coirmittee, the hearing coirmittee, witnesses, principals, adviser^, 
observers, and the governing board shall abide by the following principle 
regarding publicity^. Except for such brief announcements as may be required,^ 
covering the time of any meeting and related matters, public statements 
about ^e case will be avoided. All records of the proceedings^ , since they 
may include discussions of '-sensitive rraterial, must remain confidential. 



SECTION 3. EMPLOYMENT POLICIES 



1." Written terms of employment . 



Each year the Boa^^d of Regents of Midwestern University will 
provide each faculty member with a statement iii writli^ of the terms of 
his .employment, including spfcial conditions, responsibilities and any 
special prerequisites. Th^tjocument will cover such items as rank, 
^ salary, tenure provisions, and the inclusive dates of the term of service, 

Contracts or notification of intent to employ will be irade no later ^than 
March 31, unless' unavoidable budget procedur^es beyond- the u University *s 
' control forbid. r\ % 

O . * Ox 
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2. Notice' 0(f nonreappointment ; - 

.*. ■ ' ' ^ 

> Notice of 'non,reappointment, or of intention not Go reappoint a 
faculty member, w^ll be given in writing in accord ^wi-th the following' 
procedures : ' " * . 

* • A. Not later than Mar«^,J.^^ the first academl^c year of 
provisional servfce, if the appoint;ment expires at the end'% that year; \ 
or, if a oAe--yeai^ appointment terminates during an academic year, at 
least three riroB'ths in advanj^e of its trcErmination* 
^ ^ " \ 

^ B. Not later than Dec'embeXlS of the second year of provisional 

service j if the appointment expires at the end* of that year. 

C. At least twelve months before -the expiration of a provisional 
appointment after two or more years. ■ ^ 

D. In cases of phasing out or reduction of institutional programs 
or when the Board of Regents determines that 'there is a financial necessity, 
notice of nonreappointment must be given at least six (6) months prior to 
termination. " 

^ ' " ■ / . . ' ^ ' 

3. Recruitment and resignation of (faculty members . 

The following guidelines are suggested for both the administration 
and faculty members at Midwestern- University . 

A. Negotiations for the possible anointment to teach' the 
following fall of persons who are already faculty members of other 
institutions will be b^gun and completed as early as possible in the 
academic^ y.ear. It is desirable that the facuft^ member who haa^ been 
"approacjied- with regard to a -position at Midwestern inform the appropriate 
officers of his - injj titution when such negotiations 'are in progress. The 
conclusion pf a binding agreement for the faculty* membeir to acc^t an 
appoin-tment should always be followed By prompt rlotice^o his institution.' 

■ Usually a faculty member will not resign *in order to, accept 
other employment as of the end of the academic year, later thaii'^May 15 
or 30 days after receiving notification of the terms of his«?continued 
employment the following year, whichever date occurs later . In an emergency 
a facultyv member may^sk the appropriate officials to waive this require- 
ment; and he should conform to their decision. 

C. To.permit a faculty member to |ive due consideration and 
timely notice to -his institution 4.n the 'circumstances .defined in 
paragraph- 1 of these procedures, an offer of appointment for the following, 
fall at Midwestern will usually not be made after May.l. 
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•• . D. Except' by agreement with 'Midwestern University, a faculty 
member should not Ijeave cfir be sctticited to leave his position during* 
an aca^mic year fat' which "he hdlds- an appbintmen^. 

% . E« Employes seeking voluntary termination will submit their 
resignation, in writing prior to. the period designated in the contract j 
and leave work in good condition. Emergency situations will be given 
apecial consideration by the adminis traticm. vA clearance form which may 
be oh^ned at the Office of the Vice President for Academic Affairs must- 
be' processed by the individi^^al "before leaying the campus. . 

4. Annual evaluation . - ^ 

All members of the faculty, both tenured and non-tenured, are 
evaluated .for their performance anniially using a merit rating system. 
The department chairman makes the primary Valuation ajg^together with'^ 
the dSan of the school submits recommendations on merat rating, rank and 
tenure to l^e Merit CommissiQn^ - President , Vice President for Academic 
Affairs and Dean .of the School. In conference with the department chairman 
the Merit Commission consijiers tbese recommendations, and either suppprts 
them er makes revisions which are^ mutually agreeable, and seem necessary 
for^ the particular case. It then forwards/' the final recommendations on 
merit, rank and tenure to the President and the Bpard of Regehts for .appro v 

Merit rating forms for faculty ^nd for department chairmen are 
available 'in the 0£fice of the Vice President fbr Academic Af fairs . . They . 
include the following points which are arrai\ged In descending order of 
importance : 

/ Faculty Merit Rating , 

V A. Teaching performance . ^ " ' . 

B. Professional developments' ' ' 

* (1) Scholarly activities 
" _ ' - (2) - Participation in prj^e^siorun.' activities 

. • V (3) Classroom innovations alidJ^fethods 



0. Organizational relationships 

(1) Intf^est in students * 
• (^) DeT5artmental activities 
(3) Interest -in Midwestern 

Departmental Chairman Merit Ratting 

Teaching perfortnance \ 

B,.^ Professisnal d]pvelopmenJts. 

r ^ 
Sctiolarly activities 




(2) ^'. Participation in pr£)f essional activities 

(3) ^^pgram ^developments . / 

. \ J 

Leadersheip 

(1) ^th faculty p * ^ V_ 

(2) In the' de^)artment and Universi^ ' 

(3) Overall a'spects^of his j^rogi^am 



D.. Work load 



_ A satisfactory rating^ leads to rewards, e.g., salary increases, 
promotion, tenure 5 as appropriate to e,ach individual ca§e. -The faculty 
member is to be informed of his merit rating by his department chairman. 

An unsatisfactory merit rating will require the following actions; 

A. Immediate conference with department ohairman and dean to 
determne causes of- the unsatisfactory rating and to establish a-^ program 
of personal development. . " . , ; 

■ , ^ ' ■ • , ' . 

B. Report of preceding action to the Vice President for Academic 
Affairs,, the President and thfe Personnel Committee of the » Board of Regents. 

• % ^ 

. An unsatisfactory merit rating may result in the follpwing actioj^: 

• A, Dismissal following the procedures described in Section 1 - ' 
ndn-reappointment for the nbnl tenured faculty, and due process for the 
tenured; or , * . * 

B. Probation consisting of one or mot^e of the following actions: 
» ■ 

—official letter of reprdjiand fjpom the- President and Board of 
. Regents / 

— no salary, increase , - • 

\ * — reduction salary 

— no promotion in rAnk S; ' ^ 

5-.. Promotion . ' ■ ' 

The following are the jjdnimum requirements for academic ranks , but 
meeting these requirements does not mean automatic promotion. Changes in 
rank w'iXl come at the contract period except for special consideration in 
unusual cases. — ^ 

The University Administration reserves the right to make exceptions 
to this policy within reasonable and valid limits. 

Instructor ^ , ^ * * " 

A. Earned doctor ^s ^degree-' in teaching field. „ . * 

' B. Master's degj||^e'« ^ in teaching field, but with preference given • 

to' the experienced ts^acher . . " - " ■ • 

■ ... ' - ^ 
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Assistant Professor 



A. . Earned^ doctor's degree** in teaching- field and evidence of superior 

worth*'"'* to the profession and .the University, 

B. Master's degree** in teaching field, ^lus 30 semester hours and 3." 
years' teaching experience (equivalent**^*") in higher education, " 
and evidence of superior worth t9 the. prof ess ion and the University.. 

Associate Professor \ . • 

— — w 

* ■ ' • o ■ ■ . " 

A. - Earned doctor's degree** in teaching figld, 3 years' teaching 
experience (equivalent***'****) in higher education, -and evidence 
of .superior -worth*'*'^* ' to the profession and the yniversity. 

• " ^ " , , • . "--^ 

B* Master's degree** in teaching fieM, plus 60 semester hours, and 5 . 
yearsc' teaching experience (equixjflent"*'^*'*)' in^gher education, 
. and evidence of superior worth to the profession and the University, 

Professor - , ' " ' . . 

Earned doctor ' s. degree** in teaching field, 8 years' teaching 
experience (eqmivallsnt******)^ in higher ecjj^cation,' anci evidence of' \ 
superior' worth-** to the profession and the Univer^^-. ' . 

' , ■ ■ • ' 

**Practical experience accQmpanied by recognitidn ♦as an authority may 
be evaluated as n^etirig degree and/or teaching requirements; or, in such 
fields as airt and music - where/ academic* degrees are not generally accepted 
as the soundest measure of competence - special training in .recognized ' . 

institutions (conservatories or studios) may be aj^ equivalent to^the Master's 
or Doctor's degree.. * ' • ^ 

***Griteria for judging -superior worth to the profession and the 
^University include but are not limited to the following: 

A. Effective teaching 

B^ Developing scholarship'' ' ' \ ' \ 

C. Research activity and scholarly publications - " i ^■ 

D. Distinction in creative fields ' ^ 

- \ E. Professional st^ding and leadership. • v ^ 1 

-F. , Imprest ift students and their activities 
^'^^ ' G. ^lntQ3^g,t in itistitution and it^ future, development and 

contrdiuticsfis to its public image ' • ^ 

% H. length of \ser\;^ice ^t Midwestern "'Ui^ " 

. »»'«*'^Equi valency for teaching experience in higher education will be' 
determined according to- the ^following within reasonable limits: 

"-i^ year^ 2n j|!igher education willZ-^uat^ Xp two years in (1) public . ' 

school" teaching and/ or administration or. (2)«business and/ or industrial 
.(experience relStted* to xtlje^ pei^son ' s disdipline^ " , ' '^ 

6. Part-time. Faculty . ^ ^ ^ *^ ^' 

A.- Employment. ^ It is the policy of the University to use ^art-tijne 
faculty only when necessary. Such part-time instructors must meet the min- 
imum ^requirements as an instructor and have their records , on f^e prior to 
the Beginning of class work. The normal requirements for committee work^ 
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. and other similar full-;feLme faculty responsibilities will ^ot beiriacie': 
All such personnel are required to have a contract issued through the 
President's Office.- 

' ^ B. ' Pay Scale . A standard pay scale for part-^rfine faculty is on 
file in the office of each dean. 

C.. Parking Permits . ^Part-time faculty are entitled to parking 
permits without charge . Vehicle registration decals "may be obtained at 
the University Police Office.. . 

7. Summer School , Teaching . •/ 

The University makes every effort to provide opportunity for summer 
. teaching, Jiowever> it cannot guarantee such employment even, if desired. 
Each faculty member will be generally limited to one tenij, thus allowing 
alternation or rotation. Exceptions are to be recognized in departments 
where summer enrollment requires the services of ^ all or most of the regular 
departmental faculty. Faculty members are^ encouraged to participate during 
the summer in worthwhile' activities leading to professional and teaching 
development, every .third summer being suggested as a ^minimum. . 

For positions where regular faculty are not available or there is 
an insufficient, number to handle the classes, visiting professors and part- 
• time^^nstr^ctors will be employed-. Visiting professors of outstanding • 
ability my be brought to the carious i^or the enrichment of a program at the 
discretion of the admifiistration. 

r * . • ■ . ^ 

• ■ " - * 

Six semester hours in each summer session shall be considered a 
full load. ' ^ V ^ 



SECTION 4.. FACULTY BENEFITS 
1- Health Service and Medical- Care Insurance . ^CSee-Part I) - 

2. Social Security . (See Part I) ^ • 

3. - Optional Retirement . (See Part V) ^ 

^« Enrollment in University Courses . (See Part I) ^ ' » 

5- Tax- Sheltered Annuity ^ Program . (For additional' information' inquire , 
at The Office of the Vice President for Business Affairs. - „ • \ ! 




, 6. Exemption From Non-resident Tuition . Immediate family members of. 
new .out-of-State faculty are exempt from non-resident .tuition. 



7. University Research Grants . .' * 

The .University looks upon faculty research as extremely valuable 
and wishes- to .encourage and assist worthy faculty members in their, efforts , 
s6 long as they contribute to the;prirrary purpose of the University; namely, 
education through .teaching and i^esearch. The University does not follow a 
policy of n^ing research appointments but,* through recommendations of its 
Committees on Research, does encourage and assist programs of recojiinended 
research to the fullest ability of its resources. Procedures for the imple- 
mentation of and participation in' the organized research program are as 
follovfe: ; , * 

^ ■ ' . 

A. . Each school will operate with its owrt' research committee, 
"three to five members, appointed* by the dean' of the school concerned. One, 
of the. members Will be designated chairrrian of the committee. -The dean will 
report the naines of ••the committee members to the Director of Organized ' ^ 
Research by October 1. ' 

B. Application for research funds will be made on Form IR. * ' 
Sufficient copies of the form, pages 1 and 2, will be prepared and sutr- 
mitted to the chairman of the School Research Committee - one for each 
committee member and two ^ copies to the Director of* Organized Research. 

. C. Guidelines for the School Research. Committee: 



' (1) In most cases avoid .making a second grant to a person 

who\has:not made qt significant* 'contribution by use 
, of his first grant. I.e. , a published article, a 

paper re^d at a professional meeting, a finished art 
product, ^ well-defined modification or contribution 
to our academic program. 

Before recommending a second grant proposal the 
committee, should evaluate the written progress report 
and/or the ^terminal report. 

• ■ (2) Require a written progr^s report and evaluate before 
recommending . funds to 'extend the original grant. 

(3) Forego underv^itirig research on a person's 'doctoral 
thesis. • . 

The Director of Organized Research may approve from 
his budget a limited numbej^ of proposals for thel improve- 
^ ment of university instruction . ■ ' 

D. Each School Research Committee will review proposals submitted 
•by the school faculty members and will select' several of significant worth 
•to be forwarded" t<|) the dean of the school. The dean of the school will 
evaluate these proposals and recommend for approval the most worthy .within 
the limitation of the 'School '^budget to the Director of Organized . Research. 
The Director of Organized Reseaz^ch, after review of each proposal., will 
s'ibmit a • recommendation for approval to the President of the Universi 



EacJi proposal approved by the President will go. fg the'^ Bi^siness 
Office and an account will be set up for the individual making the proposal. 
XFonn^2R) - four copies .\ Chairman of -the Research Coijimittee, Dean of the 
School, pirector of Qrganized Research and the Business Office. . 



The Business" Office will notify eac^ faculty member: that his 
research project has been . approved and will give" him the account number of 
the project. «^ . . ^ - ^ 4. 

E. All recipients of research grants are required to file four 
copies of (a) Progress Report (Form 3R),' due May 1 of each year, and on 
' completion of the project four copies of (b) Terminal Report (Form 4R) - 
one copy each to the Chairman of ^the Research Committee and the Dean of 
the School^ and two copies to the t)irector.of Organized Research. 

. • . F. The' ChairTTian of the School Research C&mmittee will keepjjg file- 
on each faculty member doing organized research in the school and will make 
reports as, requested by the dean pf the school and the Director of Organized 
Research. > ; ,/ ' . 

G. -The Chairman o^ Research Committees of the schools will act as 
an advisory group to the Director of Organized Research who my call 
meetings .of the de^s when questions or .problems concerning part of or the 
total program are involved. 

H'. . T!he deans will keep records of organized research in their 
respective schools and. will make reports to the Directol? of Organized 
Research when requested. 

I. Any research funds, not committed by the schools by December 1 
will be lapsed to the Director of Organized Research for his distribution 
subject to the approval of the Vice President for Academic Affairs. 

j , • Cost of research reprints up to a m^imum of fifty copies 
per article may be authorized by the School Research Committee.' Requisitions 
for reprints signed by the chairman of the committee are sent to the Director 
of Organized Research for his approval. . < ■ , 

Since University^ funds are limited, individuals and departments 
are encouraged to seek resear'ch grants , especially those providing for basic 
research. Equipment acquired in a research project reverts to the depart-, 
ment involved in the research except in cases in which the equipment has 
■definite utility for two or more departments , or if the grantor specifies 
otherwise. In the event the equipment has definite utility for two or more 
depart!ments , disposition will be determined by the Presi^ient and.; Vice 
President for Academic Affairs upon recommendation by the Research Committee. 
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^ A faculty member whose research is underwritten by funds from 
Midwestern* s regular budget is not obligated to reimburse the institu- 
tion for income received* on^ copyrighted nateriai^^ provicled that the name of 
Midwestern University is recorded on the material'. ■ ' 

£ Any f4search- grant once made , will be administered entirely 

^*j».by the. approved researcher who will npt he restricted by object of expendi- 
ture clas'feification.' He, will be required to maintain financial records and 
make an itemized report to the Director of Organized Research at the end 
of the year with a carbon copy to the Vice President for Academic Affairs.' 

A copy of - all research publications by 'Midwestern University' 
^ faculty- and staff must be placed on file in the Midwestern Universrty Library, 
thus assuring an accessible file of these important publications. 

. 'Jjif Qrmation concerning possible sources of research funds is 
maintained onTcampus. For further information call the Office of the. Dean 
of the Graduate School. . " . - ' 

The foll6wing policy covers researcji' assistants : 
■-- - > 

^(1) Research contracts are executed' by the University on 
behalf of the individual faculty member involved. 



(2) All employees involved* in a research ptoject are 
University employees ; therefore, come under 
University regulations. , . 

* ■ 

(3) These employees are designated "Research Assistants." 

. • ^ ' '.Such research' assistants can be paid only from research 

funds - • * , 

' Empldymeht records for these persons must"' be completed 
and approved by the adminustration before* being vali<;l. . , 

; ^ N (50^ All^ students hired to assist on specially .funded' ' * 

research ^project^ "will have their pay rate set by. the" 
f)erson heading the research 'project . ^ The rate must ^ • 
. / " meet the minijnums, required by State *and Federal law. 

Y - Student rese^fch assistants are exet|ipt from th^ minimum 

■ . ^ ■ enrollment regulation for studei^t assistants if 'they \ 

are enrolled during the semester of employment. ■ ' 

8. Incentive- Grants/Loans . 

" . • The purpose of the incentive grants is to. impipove the professional 

preparation* of the Midwesitem University staf f by providing opportunity "for 
further short-term study, 'pursuing advanced degrees of post doctoral study. 
^ Any memJD^r of Midwestern University faculty or staff who has demonstrated - 
excellence in discharging hi^ or^l^er responsibilities arid'.whq has demon- 
^ strated a commitment to Mi-dwestem may apply for a grant and/or loan". ' ^ 
Preference shall be given to faculty or stafi: who have an approved edTJfcational; 
• objective that is clearly defined, related to the University *-$ heeds Twhq has ' 

completed at least two years ot service and who ha^ not had a grafit inVt^s ^ 
past -mree years. . . , ^ 

Applications from tuil-time teaehirig^ t acuity fpr^ the following 
summer and/or aqademiu yeai' are-. to be received by the Vice President for 
Academic Affairs no later than December 15. Tlie Vice President for ■ Academic 
. ^ Affairs with" the approval of the Academic Council' shall n^e - recommen1^atj.ons ' 



for the grants oif a priority basis to the President prior to January 1. 
Applications from other staff members are submitted to the Vice President, 
'for University Affairs not later than December 15. The Vice President for 
University Affairs, with the approval of the Administrative Council, shall 
■'make recommericlations for grants on a priority .basis to the President prior 
to January 1. _ 

The President shall make recommendations to the Midwestern 
University Foundation Boarxi of Trustees and final approval shall be given 
bii the. Foundation Board of Trustees by January 15. 

The availability of funds nakes it necessary to generally limit 
the grant. to not more than six hundred dollars ($600) per recipient. 
Priority will be given to requests for summer grants ^ 

Incentive loans not to exceed $2,000 per person are also -available 
from the^M.U. Foundation. Such loans are made non- interest bearing while 
the borjower is -actually enrolled in an institution working .toward his 
educational objective for a period not, to exceed twelve consecutive months. 
Interest Is charged at the rate of six 'percent C6%) from the time the 
borrower returns to his duties at Midwestern. A repayment schedule, is 
established for each loan; however, und^r normal circiimstandes a loan is 
to be paid within two years after the bofrower h^^^^tumed to Midwestern. 

Any individual receiving an incentive grant and/oi>-loan will be 
required to return to Midwestern University for two academic years or will 
be required to repay the -amount of grant and/or loan in full before leaving 
the<tjrTi>5ers ity . ^ ^ . ^ . ^ 

9. Communications . . ^ ' ^ 

Mail boxes ,at the campus po'st office are assigned faqulty h^ers 
for all ^ personal and* campus-wide comrnunications . The University Bulletin 
is published each week to report news and informa^tion of interest to the- 
campus community. Faculty members are . encouraged to submit 'news 'of their 
accompli shmer^ts and activities , and announcements of significant events to 
the Office -of Public Information 'for .publication ^ the Bulletin .; ^ 
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SECTION 5 . REGULATIONS 



1. Teaching Load . - . \ • 

InstrucSipnal assignments are determined by^the chai^lL of the 
department and dean of the school subject to the approval of. the Vice 
President for Academic -Affairs and, the President of the University. A • . 
faculty member will be assigned classes where needed, either day or evening. 

Most fullrtime faculty ^carry a twelve-semester hour teaching load. 
In no case" will the maxinum load exceed sixteen semester hours dtiring the 
long semester; eight'^^mester hours for one summer term or a total of 
fourteen semester hours%for two successive summer terms. 

Two laboratory hours will be counted as. equival^t to one 
classroom hour. ^-^ . ' • ' 

V ■ ■ ^ 

The^ supervision of three theses or six pix^blems will be counted" . 

as equivsAent t© one three-hour* course. A student may be^ counted for 

■enrolljnents only (6983 and 6993) regardless of the number^of times it is 

necessary for him to enroll to complete his thesis. 

Twenty-five clock bours instruction in applied music will.be 
considered a maximum load. Every effort will be made to hold these, loads 
to twenty hours . * . ' . ■ 



'i':- The supervision of student teaching will be equated aS follows:. 

Two six-hour enrollments eq\ial one hour of teaching load. \^ 

Four three-hour enrollments equal one -hoiir of teaching load. 

\^Any reduction of a teacher's load not aujthprized by . general- policies- 
already in. effect must be approved by the Vice President for Academic Affairs 
and the .President , of •the Univer'sity. - . ' * ^ 

■ ^ Each departTBental chairman will, file a report of facul,ty load and 
student enrollment in each clasg immediately following the 12th class day 
' each semester and the Uth day for e^ch sumi^ier" texjn on forms provided by the 
Office of thg ^ Vice ■ President for Academic Affairs. This "report .will indicate 
f-aculty, load in accordance with standards stated above. Only active enrollees 
should be reported'^ and should-^be in a^eement with the 12th ^and 4th day report 
suBmitted to the^gistrar. . ' ^ . ^ 

' /.'^^ teaching of classes "by arrangement" is not permitted other than 
**for the'%Ls students and problems courses of a r^sear^- nature. 

. ' ' ' *^ 

2. Cl^sroom and Office Assignments. ' 

= ■ d 

■J 

Classroom and office assignments will be made by the chairman of 
the department subject to the apj^val of -the dean of *the school.'' Reassign-^ , 
jTient? of of^^ice space ^ which u^e than "one department .vithxn the school is'^ 
involved will -be made by the dean. Any changes in the meeting place of a 
scheduled class must be approved by thre chairman of the department and 
reported to the "Registrur-. . , , ^ ■ ■ 
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3 . Clds-s. Size . ■ ' 

. . -^^^^ — , . - . 

Departments, should plan schedules on a TOo-year rotating basis 
to safeguard *the required minimum enrollments: 

Undergraduate - 10 students per class as of the. 12th class day 

of a long session semester and the Hth class 'day 
' of a summer term. 

» ' ' ' ' . ' 

- ^ (Graduate - 5 students per class -as of the same'class days. 

Class enrollments should go ^ slightly aboVe the minimwm to allow for 
shrinkage below the reporting' date. The University^ reserves the right to 
cancel classes .;^7hich do not meelt these preferred Tidnima.^ . ■ ^ 

4 . ' Textbook Adoptions . - ' ' - — , 

~ ^ f . 

■ Any commercially printed workbook, textbook or material used by 

students and authored. or co-authored by Midwestern Univergi^y faculty 
members can b^ ?^ccpnended for approval by the Academid Council. The 
department chainran must show in writing that -fhe .adoption has" been , 
realistically priced and properly evaluated. A review of dny. adoption 
must be made by the department- concerned at the end ^f three years. .All 
subsequent adoptions of this' same work must tie approve by the Academic 
Council. ' ' ' . - . 

• 5. Physidal Examinations . * - * 

A. physical 'examination using the University form is required of 
all faculty members at the time of original' appointment . Any exceptions 
must be approved by the Presidpt. These forms are available at 'the University 
rnfirmary . Personnel may use a licensed medicai doctor of their own choosing . 
or utilize the services 6f the University physician for /a noderate fee-. 

^Graduate teaching assistants, who are not Midwestern graduates > ' ^ 
are required to have a physical, examination at the. time of their original 
appoii>tment . Part-time faculty are not --required-to have a physical . • 
examination. (See .Part I) - . « 

6. New Faculty Orientatio^i > - * • ^ . 

Prior to registration for the fall semester new faculty will \ 
assemble for a Micjwestem University -orientation, program, which will 
include information from the areas.^-of academiG affairs-, business affairs j 
student affairs, the Registrar's Office, and the Libraja^.- 

■ ^ , - F o • . 
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7* ^ Attendance at Meetings > ^ ■ " \' . . 

_ / *A faculty member is obligated to attend and participate in- committee 
activities 'to wfiich he is assigned, Request .for absence from a mee'tingj 
shpuld be made to the chairman of th^ committee concerned • 

Faculty members are expected- to attefid all official faculty meetihgs 
including the preregistration Faculty/Staff Conference each fall. Reqaest' ' 
. ' for. absence from- a meeting^-must be made to. the dean of the school. 

'Other meetings which faculty members .are expected to attend include 
a!l,l school convocatipns, Honors Day programs , 'etc. v 

8. Commencement > 

. .All members of the faculty are expected to participate in commence-r - 
''ment activities: Permission to^ absent from these services can be granted 
only by the Vice President fOr AS^demic Affairs. Academid attire -"cap, 
gown 5 and hood - are worn- on theSe occasions . • . - ' ♦ 

9. Absence from Duty . ^ ' ' \ 

_ Ahy member of the instructional staff ^who is unable, for reasons 
of illness, emergency, or deatl^ in the family, to meet any class or 
• , laboratory periods will notify the chairman of his'^ department.' ' 

\ • ^ ^ 

When the dff)sence is dua to professional reasons such as educational 
meetings^ or field trips or visits to schools, the. instructor -will make 
provisions for classes' during his absence which are satisfactory with the 
chairman of the' department and the dean of the- school. 

A "Leave of Absence" form is to be processed well in advance of 
. any trip that can be anticipated. ■ « 



10, 



Late Arrival and Early Dgparture . 
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Ordinarily no permission will be granted faculty members for leaving 
school before- the end of a term or for late arrival. All faculty members 
are expected' to be ready to perform on-car»us duties as necessary during the 
last two weeks of Aygiist- All departments^ are expected to maintain a small 
office force from that tinoe to the beginning of orientation in order to have 
persons* on hand qualified to counsel with transfers and beginning students 
concerning M . U • '^programs . • Anyone needing to be out of town- during this " . 

period should process the usual Leave' of Absence fonns. (Sde Part 1) ^ \ 

Ij.. ^Public Office . . 

No member bf ^he staff shAll run for election to public office • • 
without written permission frgm, the Secretary of the Board of Regents before 

lie announcement is made. The University reserves the right request " ^ 
the /resignation of any .faculty or staff member prior to announci^ for ' " ( ' 

public office, should tM st<^f m^er decide to become a candidate.. (See' ^\ \ 
:Part I), ^ . ^ * ■ - " / . 

12. News Releases . . \ - 

Faculty members are requested to give information concerning their 
work, or activities to the Office of Public Information and not directly to 
the "newspaper or other news agencies. (See Part II) 
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. 13. Office Hou^f . 

Each faculty member is expected to keep atUeas-t two office hours 
.daily. A schedule of these hours must be posted for the convenience of ■ 
students and others. All faculty members, are ■ encouraged to makejthemselves 
available a3 much as poss3j:)le for , consultations with students dura 
regularly scheduled terms . ' ^ 

14-. Smoking in Building .' " ' \ . 

^ In keeping with safety regulations and* in recognition of tfie fact 
thaX some -people find tobacco smoke -unpleasant, smS^ing within 'classrxDoms, 
laboratories 5. studios and other designated areas is ^prohibited . 

15. Ad(;jressQs and Telephone Numbers . 

New faculty members are requested tc^file their addresses and. 
telephone numbers with both the Office of .Anemic Affairs anc? the Office 
of Business Affairs. These will be inclt(ded in the next edition of 
"Telephone Directory, Campus Exchange." 

^ Any "fbange of address or telephone number of all University 
personnel will be reported to 'both offices stated j^above. Unlisted 
telephone numbers must be registered' with, the Vice President for Academic 
Affairs "for emergency use only, - " ' > • 

i6» Acceptajnce. of Money from -'Students . \ ^ 

Faculty members may not accept pay from students for extra 
instruqtioh , ^ They may not collect fees or charges for institutional 
purposes-, nor sell bcioks ,- notes , -or -supplies 'to studentl^ without advance 
approval of the 'Board of Regents, Teaching assistants may receive pay for 
extra class' instruction in courses with 'which they have no connection, but 
oglX' .after the chainran of the department involved has^* secured the approval 
ofSthe Vice President for Academip Affairs ancl -.filed written evidence of 
the agreement ^ _ ^ ^ " l ' 

' 17'. - Use of . IMi varsity .Materials dhd Equipment . ' . / 

■ : . ' . ■ ' . ■ ^ ' ' 

^ Departmental . budgetary limitations are* th^ only, restrictions to 
uixlimited use of ^ University materials and- equipjnent for classroom and 
laboratory ^activities, and for Uniyersity sponsored progi^ams. University 
property ^ will not be ^ised for the printing- and dislaributiqn of unauthorized 
publications nor for publicizing in any way activities and. programs not 
•sponsored by the University- nor for printing materials 'to b® used in ofY- 
campus programs ^unrelated to the University,' . *' * , \ ' 



18. Qutside Qnplbyment . (See Part I)?;;.' 

19. / Patents, Copyrights, Publications . (See' Part I) 



20 • Examijnations . ^ y 



It is ^ually ad:^isable, especially in l4rge classes to give' 
^frequent tests in order, to provide a definite "check on student progress. 
However, frequency and type of testing remain the prerogative of each • 
individual faculty member except in cases where a depaft^naent imposes 
specific regulations upon itself. , " 

Final examinations are usually required in all courses.*' Where 
not -required, the class must meet during the schec^led -f i»^l examination 
period in the final days of the term. The final examination schedule 
will be followed' unless a change is approved by the Vice President for " 
Academic Affairs. . ■ i ' 

The final examination period is .two and one-half hours in length. 
Tirne and length of laboratory examinations are determined by the departments 
which offer laboratory work, • — ✓ 

Special Note : Every faculty, member has' the option to excuse 
graduating seniors from the final e>^amination in hfi^s cour^(s) in the senior *s 
last term 'only. 

Final examination papers will be filed for a period of. one term 
either in the instructor's office or in the departmental chairman's office. 

21. » Grades. - " ■ . 



} 
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A. Reporting Grades . Letter grades will be turned in to th^ 
Registmr's Office according to the deadline established by the Registrar. 

Final grades must be reported to th^ Office of the Regist'^ar 
not later than forny-reight hours after the completion of *each final examina- 
tion, fall and spring semester; and within twenty-four hours for each 
summer term. Final grades for Saturday classes must be reported by the 
following Monday noon.. - 

' . . » • 7 " 

Special Note : It v;ill be very helpful if, grades are reported 
as soon as possible after each final examination. 

B. Mid-Term Grades" . Mid-term grades* will be ported in a designated ' / 
place (office, classroom, bulletin board), by each instructor for- eadn course' 
between the end of the 8th week and the end of the I'Oth yeek of each , ' 
semes,ter. ^ All grades, A through F, will be reported for aJ^l undergraduate / 
courses excfept those designated as proble^, tutorial, -indep^ncfent study 

or student ^teaclung. Incompletes will be usec^ only in emergency situations- '; 
■and blanket grades will not 5e- us^d at all. • Students will not be' identified ^ 
by names on the .grade lists but by social 'security number or oth^.sign ^' ' 
devised by the instructor. • • " . . '* 

• • • '^3 - 

Before t]^^ end of tlie 8th week the Registrar will furnish / 
instructors with copies of up-to-date class rolls for grade purposes. ^ *• 
Instructors will furnish tl^ieir ^haiimen with a copy*of the '^sted grade * 
report at the time of posting. ^ 
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* Mid-term grades will be mailed only when a Student or- qualified ' 
parent subdnits to the instructor a self-addt^ssed, stamped postcard. ' The 
instructor . theh should identify the course; indicate the grade earned and 
s'ign his/hdr name prior -to mailing. ^ /■ 

• C. Gr/ade Changes- . 'A student's grade for a coujpse once forvarded 
to the Registrar's Office cannot be .changed unless, the instructor discovers 
that he ha.s made an inadvertent error and has* recorded an unfair grade. 
If a grade change must be' made, the. instructor will complete the "Instructor 
.Grade Report Correction'* form (Form 8, Registrar's "Off ice) and. take it 
together with documents (e.g., grade book, papers T etc.) which support the 
request to the dean of his sdiopl. Only those approved requests which bear 
the dean's signature as well as the initials of- the Vice President .for 
Academic Affairs will be accepted by the Registrar. 
" • ' . \ 

^ , 22.. Grade Distribution . . 

There is' no intention of requirii^ any set distribution of grades 
in' any one class. However, in large groups, marks should not vary widely 
from a normal distribution, or ^an adjusted distribution for upper division 
and gi?aduate students. Strict application of a "curve" to small* classes is 
tonsidered unsound academic practice. ' ' 

23. Grade Books . . ' ./ r 

• Facult34 members should forward, 'f o their 'department^ chairmen all 
grade. books as they are filled or sooner . if employment is termirlated or a 
leave of absence .is taken. 

^ 2u. Syllabi of Coui^ses * 

The chairman of the departmeil^t or the dean of the school- may 
require that syllabi of all courses VLn his area be kept on file. Although 
this ^ is optional, a syllabi file carf be , important in avoiding duplication 
and 'in developing a coordinated program of study. 

'2S. Studefit Evaluation oi Class Instruction. 

' ' i . 

. ' ^Faculty members are encouraged to have their &.'lass content and 
methods ^ evaluated by their students. Recommended* forms for such evaluations 
are availcible -thix^ugh tha Ichairmen and deans .. .. 



.26 . Walkii^ Privileg.es . ' / ' • ^ 

Any student may leaye^ a class if the professor- instructor has not - 
appeared within tedi minutes/ of ^^he' scheduled starting time. These privileges 
^PP^ to, all students, all classl^y.an^^^^f^^Cfy members' unless prior ^ 
arrangements have been made for' a late ^ar^^al^-^^^. 

' 2?. Tutoring . ^ - , * ' . 

> When tutoring is necessary, a qualified person who is not a member 
of tlie staff should be recommended. No statff member shall receive remunera- 
tion for tutoring a student enrolled in any of his classes) The d^>artment 
chaimian and/ or dean of the school shall be consulted for a satisfactory 
plan when a request for special 'tutoring is received, ^ 



28. Cheating by Students . - ' ' ^ 

Initial cases of cheating, ^e to be handled* ori an iridividual basis 
with appropriate discipline procedures by the faculty m^iber involved . , A 
report will be submitted to the dean of the "school. If a student is involved 
in a second violation the case will be reviewed for immediate action by the 
facuj^ty member, the chairman of t^e department ^d the dean of the school. 

29; - Field Trip^.: '. • _ - ' ,. ' 

Ear\ox: field trips, athletic and music trips and educational tours 
consistent with the purposes of the course should be planned prior to.Jhe 
beginning .of any term insofar^ as possible. For such eyents the sponsor/ 
adviser/ coach will complete an Excused Absence Form for. each partici]f)ating 
student! The completed forms will be given to the students to j)resent to 
their instructors for permissioji to make up any work misfeed, and an official 
list of all* student participants for each event will be sulniitted to the 
Vice President for Academic Affaii:s. The forms are available in the Office 
of the Vice President for Academic Affairs. Field trips should be scheduled 
whenever .possible for weekends and never during' special all-sch(|ol events or 
examination periods. 

30. Clinics, Institutes, Seminars, ShcQ?t' Courses, Workshops, Etc. 

^ All plans which' involve Midwestern University sponsorship of clirp.cs , 
institutes, seminars, 'short courses, workshops or conference^ wjxich will take 
place from November 1 of the current year to November i of the following year 
should be submitted through iihannels to the Office of the Vice Presj.dent' for 
Academic Affairs no later than N;6vember 1. For events of the 'abdve types' ' 
which cannot be reasonably -anticipated ^t this time , ^ a plan must be submitted 
at least 30 days prior to the event. * ^ v 

. All'^proypsals must include a budget, even if the enterprise is gelf-. 
sustaining, showing the source of fun4s and the p^opposed expenditures-. 



No'clatq on the Master Calendar can be considered {permanently 
reserved until a proposal has been approved. 

^31. Library . 

A. Moffett Library is dedicated. to the service of the academic 
commmity. As. a repository of the^literature of the various disciplines, 
the Library is a laboratory, for every class and a natural extension of 
the office and the classroom^ ,x ^ ^ - ^ 

\ . . - 



B, All faculty ciembers are encx)urag^d to coaperate with depart- 
mental shaimen and with deans in the selection and recoimendation of 
materials to be ordered for the 'Library/ This will facilitate efforts to 
provide materials when they are needed, . ; ^ • 

' ^ C. 'Faculty members -may borrow books for one. semester in the 

long terms, or for t^oth terms in the summer. At the end of tlje loan, 
period, pDOks either must be returned to the Library or renewed, 

D, Staff members, who do not hol^ facility rank may borrow books 
for^thr^e weeks with the ^fXDSsibility. of renewal. This shorter loan 

-period is ^ not meant to discrdjninate against staff members; rather it is ^ 
assumed ^that staff members will not need nat^rials as long ,as faculty 
members n]ight in their preparation for classes', 

E, Mejiwlrs of the immediate faMly of a Regent, faculty member, 
or staff member of Midwestern University^may borrow books for three weeks 
with the possibility of renewal, o ^ 

F, Teaching assistants may borrow books for one semester or 
for both terms in the 'summer, A list of such books, signed the 
teaching assistant's departmental chairman, should be presented to the 
Circulation Department when the teaching assistant requests this loan 
privilege, " ' » ' ' 

G, Graduate students m^ borrow book^ for three weeks with 
the possibilit]^ of renewal. They may make provisions for a carrel and 
then charge books to their carrels for one semester, §uch books should 
not leave the Library Building, They may be recalled £or circulation 'if 
the. demand is sufficient, . ' ' - 

> ' 

H, Undergraduate students may borrow books for three weeks 
with the possibility of renewal. 

^^I. Periodic^s, both current and bound, generally should, be 
used inside the Library building, though faculty m^ea^^s may borrow th^ 
^ for three days , and students , in some instances may tak,e theilSjjto^ class , 

J, Any pers6n may place ^ a "hold" on a book which is on ^oan, 
^Such a book cannot be renewed by its borrower, and the person v*io has 
"placed the hold shotiTd call for the book j^i thin forty-eight >h9ur8 after - 
he has been notified that the book available,'' • " ^ 
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members may place certain books on. rese3?ve for their 
if^es by feencding a^st of such^ooks *to-"the Circulation Department 
week .prior to assigning them to the students . This will allow time 
?ecali books which are on loan. Book$ on reserve will be reiribved 

reserve at the end of each semester unless such jDOoks are to be kept 
reserve for another semester. ^ ^ 

L. Arrangements for inter li^ary loans may be made with the"v>,^ 
Senior Inter library ''Loan Assistant. Tnis privilege is usually . limited to 
faculty and graduate students. 

. M. The Circulation Department may find it necessary to recall 
a book that is on l(ian if it is needed for a faculty member's reser^ve 
list or if other demands make such action necessary. 

32. Use of C.C.T-V. 




Vid^o record or playback scheduling v^ill be "done only through the 
office of the Dean of the School of Sciences and Jfethematics. Requests 
will be honored on a first-come, first-serv^ basis . All questions as^to 
priority and mass scheduling will be refeirred to the Office of the ,Vio 
President for Academic Affairs. ' ^ 

Playback scheduling should be made as far in advance as possible 
pn^ferably- aa entire semester, "and not less than one wording week. 'Short 
notice requedfS will be honored only if equipment and operating personnel 
are avaijab^e* Rec9i^ding sessions and studio use should be reserved at 
least two weeks in advance to allow sufficient time for processing purchase 
recjuisitions and to schedule student help. 

* Video equipment deteriorates -rapidly when not used daily. All 
video equipment should be returned to" the C.C.T. VrMepaa^^tment after each 
use for ^routine preventative maintenance and an operation check on l3ie 
day pf^or to departmental yjs^ Video equipment will bofc delivered , set 
up ^. and rechecked for proper opelpation on the scheduled day or, if 
•necessary, the 'day before. * • ^ ^ " ^ . 

SECTION 6^ ORGANIZATIONS - 
l/ Faculty Senate . . ' - , ^ 

A faculty senate was orgahiz6d in the fall of 1966 after two years 
of study by a University committee. Its stated purpose* is "to provide- 

^ better understanding and to promote the. academic welfare of Midwestern . ' 

* University." > Annual elections are held by each academic ^d^ool wiijh elected ^ 
members serving for two years. RepresentatgLon is proportioned to^theu* 
number of full-time facxilty members. She Constitution of the Senate is 
pubiished^in .the Manual of Organization and Procedure. 

• r.^ '° . ■ ^ ^ • - 

2. American Association of University Professors . 

\ ■ * ... 

. An active chapter of the American Association of University Professors 
was organized at Midwestern in 1956. Membership is available to all faculty 
^members. f\ r\ 



3. Texas Associatican of College Teachers . 



The ^ local chap^ of -the Texas Association of College .Teachers is 
a6tive and invites all faculty ta^membership in the organi?ation. 



\ 
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PART IV ^ . • 

.STUDENT PERSONNEL POLICIES AND REGuIaTIONS 

. ' SECTION 1'. ACADEt^lC REGULATIONS 

1. Standards /* It is. desirable that a student maintain at least ar^" 
average throughoy t^J^ i s college cai^eer since that is the standard required for 

,gj:,a^uat ion . ^ Any .^^^"^deRt who fail# to meet' that standard wi 1 1^ therefore be 
placed on academi c *^aupe rv i s ion and may be required to reduce his course load. 
Students failing to meet minimum academic standards for his c 1 ass i f i cat i on ,wi 1 1 
bfe placed on scholastic probation. His probationary status will ba recorcjed on 
his permanent record. Furthe r , he' mey be required to reduce his course load 
and he wiM be required Jto%ield any work prarUs, gran^t- i n-a id or sdliol arsh ips 
held. Students on scholastfc probation are barred from pa r'^ ic i pa t i ng in the 

•^tude'nt Senate and from holding office in class, social or service organizations. 
They are ineligible to obtain loans, from the ' Uh i vers i ty . 

>^ 

The student is urged to consult the current 'Universj ty catalog regarding 
academic regulations; for further information regardir^ academic qualifications 
for participation in campus activities or for obtaining 1 oans / gran ts- i n-a i d , 
sc^rol arsh i ps and work grants, he should consult the Student Handbook >pr the 
O/fice of Student Personnel., 

^- CI ass Attendance . S\tudents are expected to attend ^11 meetings of- the 
classes jn which they "are enrolled. 

Each instructor w,i 1 1 keep a. complete record of absences. With the exception 
of absences officially authorized by the' Admi n i s t ra t i ve Council^, the instructor 
will pass on the j us t i f i ca t ibiV for each absence as reported to him by the studerj^^ 
Justified abserfces" i ncl ude" those caused by: - 

a" Personal i 1 1 ness . ' ' 

b . Ac t i V i t ies in the se rv ice of the Un i vers i ty . , 

i c . Dea th o^ a c 1 ose re 1 a*t I ve - 

d. Such other reasons as are justified in the opinion of the instructor. 

The student is responsible for all work missed and *is to seCuVe make-up 
direction's from the instructor. A student with excessive absences^ and/or an 
indifferent attitude toward his work may be dropped from a Ibourse. 

Emergency. Abseiftce' Report . Jnstructors are encouraged' to report p»:^omptly 
three con'secutive absencc^s to the Offlxe oV Student Personnel. 

3- Late Regi s trat Ion . A student may register late on the day designated 
(see calendar), subject to the approval of the student*s adviser and approval 
of the department chairman concerned. 



> 



A fee of '$5-00 is charged for late registration. 



4. Change of Schedule . A student's schedule may be changed on the\day 
designated (see calendar), subject to the approval of the student's advis®^ and 
approval of the department chairman concerned. 



A fee of $3.00 Is charged for each ''schedule change. Change of Schedule forj 
may be obtained from the Office of the Registrar. 
> 



1 
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5. DrQpp.i nq a . Course . By Having an official Jrop form completed (with 
signatc^re of bo.th the course i ns t ructo^ and faculty adviser) and presented to 
^the cashier in the Business Office, a s t^ucfent 'may drop a course during the first 
four weeks of a semester or through the/Ta^st day of the second week of a summer 
term with a ^rade of "W." (See Un i ve rs i ty Xa 1 enda r . ) 

By having an official drop form completed (wjth signature of^oth the course 
instructor and f acu 1 ty adv i se r) and presented Jothe cashier fn the Business Office 
a^,s tudent^may drop a course from the first day of the fif'^h week through the last 
dk^'of the twelfth week of a semester or the fir^t day of the third week through 
tirte last day of the fourth week of a summer term. ^Classes dropped during these 
periods .are^subject to a grade of "WP" or 'VF". The "WF" is computed in the grade 
average . ' . • ^ 

r 

Af.ter the twelfth week of thp semester or after the fourth, week of the summer 
term, a grade of "F" will be recorded for the class drop.^ 4- 

A fee of $3.00 is charged for each form processe.d throagh the Business Office. 
Drop forms may be obtained in the Office of the Registrar. No drop' 'is official 
until the fee is paid and the form Is Surrendered to the Busine.ss Office. The 
date of submission to the Business Office is the official drop date for grade 
determination (W, WP, WF, f ) . 

An "F" is reporded .for; any course dropped when a student fails to obtain and 
proces4( an official drop, form as outlined above. 

An instructor may drop a student any time during. the semester for excessive 
absences and/or foi* consistently failing to meet class assignment. Arm ^' ns t rue tor ''s 
drop of a student from his class takes precedent over the s tuden t-j n i fi a.ted course 
drop of a-^ later date . The grade of "F" is awarded for all instructor drops. 

o . Vol un tarv Wi thdrawal from the Un i vers i tv . A s tuden t who des i res to wi th- 
draw from the University will report to the Office of Student Personnel. If 
approval is grant^ci the student will be issued a withd rawa 1 f o rm . He will secure 
clearance from the various offices noted on the form and will deposit it in the 
Bus I ness Of f ice . . • 

' \ 7. Enforced W i thdrawal from the Un i ve rs i tv . A student who fai'ls to comply 
with the stated regulations concerning conditional admission may be required to 
withdraw after University review.. This action will be posted to the permanent 
record and a statement retained i^n the academic file. 
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8. Permanent . Record Entries . Dismissal, suspension, academic probation, 
.voluntary withdrawal, enforced withdrawal, and course drop^ will be entered on 

the permanent academic record. 

9. -t^acul tv Advisers . The member of the faculty who gu^i^des the student Ini 
the selection^of his courses and in solving problems. Until the student select! 
a major field'of study he will be assigned tp an undeclared" major adviser. Aft^r 
the major is selected the chairman of the de-partment in which the student is'^ Z- 
majoring will Appoint an^adviser. 



Started Purposes of the Faculty Adviser Program. 



,a. Provide each student with a Facul-ty Ad'viser. 

b. Provide faculty counsel for^students in acader^ic matters:' 

( 1 ) Schedul ! ng 

(2) Degree planning 

(3) Study and related problems 

c. Provide faculty counsehfor sjtudents i personal^-soc ial "matters to 
the extent that it is desirab.'le or feasible. 



.When a s tudent i 
to conduct himself as 



^ SECTION 2. STANDARDS ipp CONDUCT 

> • ' I ■ • " ■ ^ 

The following .standards and procedures are Un'i vers i ty* pol icy . AlPstudents 

heed to become f am i 1 i a r wi th the i nformat iin contai ned in th i s "^ub 1 i ca t i on in 
orders' that they m^y be sufficiently informid of the standards of conduct estab- 
lished by the l/niversity. 

Enrollment in Midwestern is considered by the • Un i ve rs i ty an i'mpHcit dec- 
laration of acceptance on the part of the student of University regulations. , 
Violation of these regulations will subjeoft the violator to d i sc i p 1 i nary action^. 

' ^11 ' 

s away from the Midwastern University cam'puJ> he is expected 
a mature i nd i v ijdua 1 li Irresponsible actions whlcTi are re- 
ported to University officials or which become public knowledge may be the cause 
for disciplinary action. i 

It IS stressed that all local, state, and federal laws are supported by the 
University, and violators of these could be ciyi sc i p 1 i ned by civil authorities and/ 
or University officials. 'B^ihg a student doe4 not exempt a person from be i n^ a 
law-abiding qitizen or from conducting himselfl as a responsible student, v 

1. F i reacms > Fi reworks . and Explosive's . Possession of firearms, fireworks, 
'or explosives of any description is hereby prohibited on University grounds or in 
app.roved student housing. , i 

2 Gambl inq . Gambling in any form by the ^use of cards, dominoes, dice, 
pool-, billiards, table tennis', snooker, or any otf^er means specifically defined ^ 
by State law, shall be prohibited on University grounds or property or in approved 
student housing. 

3 Alcohol ic Beverages . It shall be unlawful for any person to consume 
any alcoholic beverage or for any person to possess any alcoholic beverage;, for 
the purpose of consuming same. on any University grounds. In University buildings 
or in any approved student housing. Alcoholic beverage shall mean alcohol and 
any beverage containing more than one-half of oqe per cent of 1%) of alcohol, 
by volume which is capable of use for beverage purposes, either alone or when 
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d i I u ted 
and mai 
the State 



, -inclgding all distilled spirits, liquor, wine and vinous liquor and ale 
t 1 iquor as defined in Article 666r3A of Vernon^s Annotated >enal Code 'of 
te of. Texas' * . ^ * , 



. Unlawful Demonstration and Assembly . It ^hall be unlawful for any 

person acting either single or in concert with others, to obstruct or disrupt, 
by force or violence or by stated threat of force or violence, any teaching, 
research, administrative, disciplinary, public service, or other activity authorized 
• to be held or conducted on the campus of Midwestern Univ^ersity. As used in this 
.^regulation, the words "force or \iiolence" include such aVts as "stand- ins'', "s i t- 
ins", and "lie-ins,", when such acts are in fact obs t rue 1 1 ve j^r disruptive of any 
of the authorized ac t i v i t ies 1 i s ted above. 

5. Parades and Processions . hjo process icfn or parade sha.l H be held on Uni- 
versity grounds or p rope rty'^'wi thou t first securing a permit ,fi:om the Vice President 
for Student Affairs, and all such requests for permits shall state the time, place 
o^ format Ian, proposed line of march, destination, and such other regulations 

as the Vice^Pres Ident/jfor"" Student Jiffa>i rs may set forth therein. 

6. Obstructing Streets . Sjdewa Iks . It shal 1 be unlawful for any person or ' 
for any ^grouping or assemblage of persons whose standing, remaining or congre- 
gating upon any street or sidewalk on Midwestern University prppe(;ties shall 
otjstruct, prevent, or interfere with the free 9^ unobstructed use oV said street 
or sidewalk by other persons, ty fail;Or refuse to move on or to disperse upon 
being ordered to do so by*any peace officer of Midwester-n University or other * 
peace officer of the State of Texas. ^* 

7- Trespass i nq . It shall be unfawful for any person to tl-espass upon the 
. grounds or use the facilities of Midwestern Universi'ty withoq^t the expre-ss con- 
sent and permission of the Un i ve rs i ty . It shall furth^ be unlawful for any 
person or persons h-aving legitimate access 'to the bu i 1 d fngs and facilities to 
enter into or use such buildings and -facilities to enter into or use such buflding|/ 
and facilities during prohibi'^ed hours as- promtjlgated and amended from time to* (\ 
time by the University Administration.- 

8. Sol id tation . It shal'l be a violation for any person to soiicit or. sell » 
to ,i nd i vidua'l students at any time*on the property, campu3^ or grounds of Mid- 
western University except in those cases where specific authorization has been 
extended by j^e Board of Regents^of Midwestern University. v 

a/i persons v,iolating any of the regulations as listed above, 1 through^S, 
shall be deemed^/^ i 1 ty of a misdemeanor. ^ A misdemeanor is punishable by a fine 
of not more tfian Two Hundred Dollars ($200.00). Student violators are also sub- 
ject to Uni^versity Disciplinary action. \^ * , 
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9 Drugs . Midwestern .Univers i ty does not condone the possesst©n, use> 
or distribution- of marihuana, LSD, or other ha1,l uc inogens and narcotics'by 
it's students When there is evidence that a stud'ent.is possessing, using, or 
distributing such drugs, the student wiJl be subject to disciplinary action 

" - • . ^1 
The degree of. d i sc i p 1 i na ry action taken a)gains^t any s tuden t w i 1 1" be de te r- 

mined by the circumstances surrounding each individu'al cast2>and may or may not 

result in suspension from the University. 

10.- Ctassroorn Dishonesty - Chea t i nq , Pfaqiar ism . Dishonest work orKexami- 
nations is a serious offense as-is plagiarism, the act oS i/sing source njaterial 
of other pe rsons v(e i the r published or unpublished) without following the accepted 
techniques of crordiUng. NeitheV of*fense will be toleratetl by the. Unrv^rsity 
and appropr i a te 'd i sc i p 1 inary action will result, 

\\ ' Fa 1 s i f I ca t ion of Records . S tuden ts who know i ng ly f a 1 s i fy , or are a 
party to, tho" f a 1 s i f y*i ng of ^ny of f i c i a 1 University record ( i nc 1 ud i ng s uch re- 
cords as Application f or Adm i ss ion , Residence Form, Student Personnel Form, etc) 
.will -be subject to d i sc i p 1 i n'a ry action which may include suspension from the r 
Un i ve rs I ty . ' 

12. Fi nanc i a 1 Respons i b i 1 i ty The University expects students to discharge 
financial respons i-b i 1 i t i es in compliance with commonly accepted practices. This 
includes prompt response and cooperative re 1 a t i ofTsh i ps with credijocs and those 
with whom business is transacted. The practice of wrfting b^d checks and fjailure 
to mee t financial responsibility in the broad sense may result in University 

d i sc i p 1 i na ry ac t i on . . • | 

' ' \ 

13. Iden t i f icat 1 on Card . The validated "ID", card is the official means| of . 

identification. It should be carried at all times. Lending the card to anyone 
or failure to' present it when requested by a University official is a violai 
of regulations and subjects the student to disciplinary action. 



on 



J ^ \k. Response to Off ic ial ^ Notice . I t js a^ student 's respons ibi 1 i ty to honor ^ 
immediately any request from a University official Fa^'lure to heed an offldial 
request or summons to an administrative office will render the student liabl^ to 
disciplinary action. * , . ^ 

15 Telephone - Pi rect Distance Dial inq . All Ipng distance calls made by 
students must be "collect calls" or f rom a pay telephone.* "D-irect Distance 
^Dialing" is not- to be used on campus phones. Any student found guilty of making 
lon^ distance cal U 'charged to a University number is subject to d i sc i p 1 i na ry 
ac t i on . I ^ , ^ 

16. Traf f ic and " Veh ic 1 e Regulation's . All students who operate a motor 
- veKicle* on the campus must register the vehicle wit-h the Un i ve r s i ty 'Po 1 i ce Depart- 
ment and obtain a University decal before they are allowed to park their vehicle 

on University property. Regulations at'e/i ssued^^'en the^ vehicle is registered, 
-f , ■, ' > . , 

SECTION 3. MIDWESTP^N UNIVERSITY POLICE DEF^^VmENT 

Pursuant to the authority granted by StatutV)ry Law'df the State *of Texa% a 
Police Department has been es tab 1 i she<i a t Midwestern UnTversity Officers' of the 
Police Department are bona §ide peace officers, bonded and commiss loned, by the^ 
Board of Regents. The Police Departmeri't has the respons lb r 1 i ty of enfdrcing all 
regulations of the University applicable to-str^et traffic and veh i c 1 e . regu 1 a t i or ' 
alPState laws applicpjble on alb) the properties under the cohtrol and J ur isd ict i( 
of Midwestecn University, and all University regu 1 a 1 1 ons app 1 i cabl e to^ their area 
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of responsibility. All of ^ the general and criminal laws of the State of Texa*s ^ 
and such other Federal, S,tata, .and Municipal laws applicable on areas, under the 
control and jurisdiction of the University are In full force and effect. 

SECTigN k, SECURITY ... BUILDING HOURS AND KEYS ^ ' ^ 

^ .University police officers are on duty 2^ hours each' day. Official closing 
hours of University bO i I d I ggs^ a re Monday through Friday, 1,1:00 p.m.; Saturday, 
5:00 p^.m. BuiI'dings will ^e opened at 6:30 a.m. Monday through Saturday. 
Buildings will be closed on Sundays' and holidays unless an announcement to the 
contrary is issued. V " ' -iP 

Students will not be permitted in University buildings after closing hours 
unless accompanied by faculty or staff members for the ent 1 re 'pe r i od of .their stay 
in the builc^ing. Unauthorized entry to University buildings will result in dis- 
ciplinary action. Students possessing unauthor i zed- keys will be sqbject to 
d i sc i p 1 i na ry^ac t pon . 



SECTTON 5. SIGNS AND POSTERS: ERECTING, AND PAINTING 

The placement of signs and posters must be approved by the appropriate Unl-^ • 
versity office which, if not Indicated at the posting place may be determined ^ 
through the Office of Student Personnel. The use of paint or other modification 
of f ac i I i ties^ f or notification purposes must be approved by ,^he Business and 
Sfuaent Pe rsonne l< Of/ i ces . ^ * . ' . 

^SECTION 6. PROCEDURE IN STUDENT DISCIPLINARY MATTERS* - / ' . 

n * 

Midwestern University recognizes the student's right as a member of society 
and as a citizen of the^ United States of AmerjAza, to respect a^nd consideration 
and to the Constitutionally guaranteed freedoms of speech, assembly, and association. 
The University further recognizes the student.'s right within the institution to 
freedom of ^inquiry, and to the reasonable use of the ser'vices and facilities of the 
Uj>Jversity which are intended for his education.. ' . 

In the interest of maintaining order on the campus and guarantee i ng_the 
broadest r^ange of freedom to each 'membe r of the communi ty , some rul^pi^nd ^regulations 
have been^adopted by the University. These rule^ and' regulations^ reasonably - I imi f 
some activities and proscribe certain behavior which Is harmful to the orderly ' 
ope rat ion. of ' the institution, and^the pursuit of its legitimate gOals. All students 
are held to be informed- of these ujles which are printed in the Studer>t Handbook 
and distributed to a I L s tuden ts ^a t the- time of reg i s t ra-t i on for the fall semesa;er 
each year.- The Student Handbook is also distributed to each new student enrolling 
for the spring semes teV ^an^q sumfiF^r session. , ^ 
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If any studen*t is accused of a viblat.mn of any of these rules and he'denles 
guilt, he is guaranteed a speedy and fair hearing before the Student Conduc4iu Com-< 
mittee. "^ppropr iate due process safeguards have been built into the procedures 
which goveVn the^Student Conduct Committee so that no permanent or recorded 
penalty shall be meted out until the studfent accuSed shall have ha'd a fair chanc| 
to be heard. Th6 decision of the Slkident Conduct Committee may be appealed to 
the Presfdent of Mrdwestern University. ^ ' . ^. , 

t * ' 

r 

' 1. Student Personnel Division The. Student Personnel Division, acting 
\hrough the Vice Prj^sident for'Student Affair^, Dean of ,5 tudeqts or Assistant , 
Dean of Students, is responsible for administration of discipline for S^acceptabl^ 
conduct or which involves )nf rac/H-en of Universiti/ rul^ and regulations and will" 
Jnitiats disciplinary action i n (accordance with these regulations. 

2. Pi^e.1 Jminary Procedures . The Dean of S^tudents or Ass i s^tant' Dean of Stu- 
dents shall investigate any reported student miscondOct before ini.tiating formal 
disciplinary prooedures and give the student the opportunity to present his per- 
sonal version of the incident or occurrence. The Dean of Students or. Ass tari t 
Dean of S undents may discuss, consult and advise with any student whose conduct 

is cal led rnto quest fon^and students shall attend such consultations as requested." 

3. Informal Dispos i t ion . The De-^n of Students or Ass i s tant*Dean of Students, 
after investigation, and when acceptable to the student, shall have the authority 

|to impose appropriate discipline. Where the disposition proposed by either the 
Dean of Students or AssHtant Dean of Students in the preliminary proceeding is 
not accepted by the student in writing, the student shall have the rights of 
noticfe, hearing and formal procedures as hereinafter set forth before the Student 
Conduct Committee. If the student rejects informal disposition, the case shall 
be referred to the Student Conduct Committee. The Dean of Students ^or Assistant' 
Dean of Students may reftfr extreme cases to the Student Conduct Committee withoq^ 
first offerirjg informal, disposition. 



h. Temporary Suspension . The Vice President for S tuderrt ,Af f a i rs , after 
consulting with the Rresjdent of the University, may temporarily suspend or deny 
readmission td a student from the University pending formafl ROiocedures when it is 
believed from substantial , t»nf orma t i on coming to his attention that the presence 
of the student on campus would seriously disrupt the University or constitute a 
danger to the health, safety or welfare of the*^i ve r s i ty or the studefnt. The 
Vice President for Student Affairs shall convene the Student Conduct Committee 
within 48 hours after a temporary suspension (Sunday through' Thursday) , or 72 
hours' (F'riday or Saturday) to determine If the student shall remain on temporary 
suspens-ion until the formal hearing by the committee. The time for the formal 
heariqg s^hal 1 also be established at this meeting and shall be scheduled within 
10 days from the date of the temporary suspension 

5 . Forma 1 Prpbedures* and D") spos i t ion . ^ 

a. 'Student Conduct Commi/ttee : (l) Thie^VtrtKlen t Conduct Committee shall 
be appointed by the President of Midwestern University and shall have the author i ty 
to impose app ropr i a te *d i sc i p 1 i ne* upon<,any student or students appearing before it, 
including, but not limited to^ official reprimand, probatioa, suspension or ex- 
pulsion.^ (2) The ChaTrman^^rf the Student Conduct Committee J?hall be the Vice 
'President for Student Affaifs. (3) The committee shall consist of three faculty 
and three studjants plus the Chairman. [k) The faculty members must have completed 
at least one year of' teaching at Midwestern University. (5) The students mu^t be 
classified hs sophomore or^above, have a cumulative grade point average of 2 00 
or above, and must not have a record of previous disciplinary suspension taken 
the University. (6) The appointments by^the President of the University shall be 
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selected from a p^nel^oY faculty and students nominated by . the -Student Body^ 
President, having given due .notice to the/Student Body of his nom^I'nations, *^and 
•»i ndW ^dua 1 Jy conf i rmed . by a majjyjrity vo^J^ of the Student Senate. 'A minimum of 
five f adul ty and f i ve^ s tuden ts shall be recommended to the University President, 
(7)' The Chairman, two facufty and two students must be present to constitute a 
quorum and^^hear a case (8) ^The Chairman of the Comitiiy^ee may vote only when ^ 
1t is necessary -to break |, tie v6te of the Committee. 

b. General Statement of Procedures : 'A 'student changed with a breach 
of Un'i versi ty/ rules or regulations or conduct in v i ol a t i on of the Standards of 

^Conduct is entitled to a written nof ice and ,^a formal hea r i ng ojn 1 ess the matter 
be disposed of under the rules for informal disposition. The procedures set/' 
forth below shall be interpreted and adm i n i s te re^^^o accompli*^ this objective 
and. provide for prompt cOns i de ra t i oi^, and d i spos i t i on "of student conduct carses. 
Disciplinary prcJceedings ^re not be -cons t ru'ed as judicial trials, but care ' 
shall be taken to comply^'as fully as pos^sible with tfjfe^ spl r i-t and in^ten^oT the" 
procedural safegliarjis sj!?t forth herein, • 

c. Nat i ce : The Dean of Students or 'Assistant Dean df Stqdents shall ^ 
initiate d i sc i p-l i na ry actions by' a r rang i nc|^ wi th the Chairman to caM a meeting 

of t.he Student Conduct Committee and by giving written notice by certified ma i 1^ 
or parsonal delivery to the student charged with misconduct whicl^ sh^ll set forth 
the date, time and place of the alleged violation, the ..cfonduc t to be inqiri^^d 
into,, and the date, time and place of hearing before the StAjdent Conduc t 'Comm i t'tee 
Notice by certified mail may be addressed to the last, address currently on record 
with^the University. Failure by the student to- have his current' cor rec t local 
address on record with the University shall not be construed to invalidate such 
notice. The notice shall be mailed at least spven (7) consecu t i ve*. ca 1 enda r day-s 
prior to the hearing, unless a shortj^r time be>fixed by the Chairman for^^jood* 
caxise. Any request for continuance shall- be' made in writing to the Chairman, 
who shal 1 have the authority in his discretion to continue the hearing if he 
determinc?s the request is ti-mely and made- for good cause; The Chairman shall 
notify the Dean of Students oV Assfstant Dean, of Students of the new date for 
the hear>ing, and she/he will give notice -to tb-e^ s tudent If -the s^tudent fails 
to appear at the schedules time, except for good cause, the Committee may hear • 

and determine the matter'in his absence, 

1 ' . • ^ ^ ■ , 

d. Condu6 1 of Hea r i nq .: All S'tudent Conduct Committee Hearings shall 
be closed to the public. The Cha i rmaa sha 1 1 preside at the hearing, call the 
rol 1 of ^ the Commi ttee Jn attendance , asce<rtain *the presence of the rep re sen- 
tative from the S tuden t . Pe rsonne 1 Division and the f^resence or absenqe of the 
student charged with misconduct. The accused student may be accompanied at the 
hearing by. an advi-sor. . ^ 



f 



108 



When several stud jgjis are charged wi th tH^ same of fen^e or with offenses 
growing'^out of the same episode, the Student Conduct Comm'i ttee .sha'1 1 determine, 
'after- ^e Cha i rman has co^nsulted with the accused, whether in "the fnterest of 
'•fairness to the accused and to the tin t ve rl i ty , the.cas'^s should be heard ; 
separately or togethe>. ' , , ^ ' / . " ^ 

At the outset of the hearing, the -charge shall then be presented by^the 
. DeaVi of Students or? Assistant Dean of Students. University witnesses are to ^ 
be called and identified. The Committee may^ question ^l^tn^sses at any t infie. 
"The student may%uest(on witnesses at conclusion of the Univefsity-s pre- 

sentation. If the^ Committee decides that the advisor may speak, he may also 
quest i ORi' w I tnesses' at the concl us ion of ■ the University's presentation, ^ 

V* After the University has presented!; its case^ the acgLjse'd^shel 1 l^ave the 
rjght to testify, and to present the testimony of other witnesses. The Committee 
may question the .st*udent or withesses in the presence of the student at any time. 
The Dearf of Students or Assistant Dean^of S tudents may ques t i on the.stqtient or 
W i'tne^s^S'^'s i^n the presence^ of ^he stucteht. " 1 • 

t . • ' . ■ - ' ■ •■■ ■ . ' ; . * 

^hf Committee shall permi^ the Unlive rsity or^the studerrt to offer any 
matter I'n re^ut T of the other's pr^feentat ion. ^. ^ ' * 

e. Rights of Student Conduct Cjpmmi ttee : The Student Conduct Committee 
shall not be bound by the rules Qf evidence applicable in coui^t proceedings but 
shaM exclude immaterial, -irrelevant or undu 1 y repet i t i ous' tes t imony . 

!f any committee member is involved in an inci^dent before the committee^ 
h€ii must disqual ify h im^el f from hear i ng the i'ase. 

' The^ Commi t tee may^quest'ion wi tnesses or exanijne other eyijignce introduced * 
by either the University or the student only dur i-|)g .the hea ring . • • 

The Committee may ca 1 1 add it i ona 1 wl irjesses or .requ i re add i t i ona 1 I nvest i ga t ion .* 



The Committee may dismiss any person from the hearing who" i nterferes with or' 
obs-tructs the bewaring or fails 'to ab.ide by- .the rulings of the Chairman or the 
Committee ^n request.. . ' ° . 

The Committee may summarily ^l^^pend Students from the University who, during 
> "the hearing, obstruct or^nterfere with the course of the hearing or fail to abide 
' by the ruling of the Chairman of the Committee on any procedural, quest ion»or 
requests of the Chairman for order. ^ ' ^' 

i\ Student . Rights Upon Hearing : A student appearing before ,the Stu- 
dent Conduct Committee may have an advisor appear with him to examine any evi'dence 
presented and .to consult with during the hearing. ■ , 

^ • . ' " / ' ■ 

Only the student^may question witnesses present and testifying unless the 
commi ttee. decides that the advisor may speak. 

•The student may make a'ny statement to the Committee in explanation of his 
conduct. He»may also present evidence by wi^tness. 

.■.''■>.' ' " .'^^ 

The' student 'shal 1' be informed in writing of the findings of the Student 

.Conduct Committee and any discipline it impojses. ^ * 

-~ ittiir'^4fe5^^^^'^^ appeal to the ^Pres i dent of the University any decision 

reacRetf^^ the Student Conduct Committee. . <3, • ^ 
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,g- Determination by Committee: The Student Conduct Committee shall 
make its findings and determinations in executive session (only members of the 
Committee preserit). Separate findings are to be made (l) as to the conduct of^ 
the student and "(2) on the discipline, if any, tb be imposed. No discioline 
-"shal 1 be imposed on the student unless a ma|or i ty of the Commi t;tee present rs 
* rerason^bly convinced by the evidence that the student has committed the vio- 
la t io7^ charged and should be xJi sc i pi ined 'therefor . . • 

' - Q^^*^'^^ Report of Findings and De term! na t i ons r The Committee shall 

promp?lyyfcons ider^ the ^case on the merits and make its findings and determination 
and tr^smi t them* to thfe Dean of Students or A'ssistant Dean of Students/ The- 
Dean -of Students or Assistant Dean of Students shBll inforai the student' charged 
in writing with the decision of the Commit'tee. ' 

' . ' - ) '■ ' . ' - . 

' Other ProceduraK Questions ; Pr^ocedural ques t i ons ,wh i ch arise durfhg 
the hearing not covered by these general rules shall be determined by the Chair-' 
man, whdse ruling shall be final unless the-&hairman shall present ^ the ^ ques ti on 
^o the Committee at the request of a member of the Committee, in which event the 
ruling of the Committee by majority vote shall b^, final. . - - 

• " . ^ • t- ' ■ ' 

^, Record of Hearing : At least a summary recon^d oV the proceedings is to 
b^ kepteither by stenographic notes or a tape, recording. The hearing record / 
shall be filed in the^office of thQ-Vice President for Student ^airs and only 
for -the -purpose of appeal be accessible at reasonab 1 e t i me's and places to both 
the* Uni vers i ty and- tte student. * ' ^ 

■ *■ 

7. Right of Appeal : The student or the Dean of Students or Ass is tant 'Dean 
of Students, with the conse/it of the student charged, may appeal to the Pres ident 
of the Univers I ty 'any dec^Jsion reached by the Student Conduct Committee by filing 
w(;itten notice of appeal with the President within ten (lO) consecutive calendar 
days' after notification of the. decision (of the CoiDmi ttee-. ' A copy of the Notice 
of Appeal shall .be given by the student to the Dean of Students or Ass i s tant Dean 
of Students or -by the Deaip of Students or Assistant Dean pf Students to the 
student. ^ ' / 

/ 

The .Pre s i den j^- of the University shall review the record of the case and the 
appear documents and may affirm,, reverse or remand the cas.e for further pro- 
ceedings and shall notify the Dean of Students .or^ Ass I s tan t Dean^of Studentsand 
the student in writing of his decision on the appeal .. 

^ . 8, Status During Appeal : In cases of suspension br expulsion where Notic^ 
of Appeal is filed within fhe required time, the student may petition the Presi- 
dent in writing for permiss ion to attend classes pendi'ng final determi'nat ion of 

■ . . ' \ 
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the appeal. The P res i dent may permit a student to. cont i nue i n school unvler 
Such conditions as may be designated pending cofjipletion of appeal prpcedures 
provided such continuance will not seriously disrupt tlie Dni vers i ty* or c0n- . 
stitute a danger to the health, safe<ty or welfare^of the University. Ur\ such* 
event, however, any .final disciplinary actioiv imposed shall be effective from* 
the- date of the .action of the Student Conduc(t Committee. - ' . 

A 9. > Ro]e of^Pres i deT^fe : The Pres ident - or" the Unfversity may rev4ew the 
record of anvy disciplinary case^and may reverse or remand the* case for further 
proceedings. If such action is taken by tl^e Pres i dent^ ithe Dean of Students 
or Assistant Dean of Students and the student shall be notified in writing of * 
h i s dec i s i on . * ' . ,/ ' - * 

SECTION 7. TRAFFIC HEARING BOARD ' 

v. 

r. Pu rpose : A Hearing Board composed'of students shall be appointed to 
hear appeals from students who wjsh to contest a ticket receiv^'d' for 'viol ation 
of University traffic/and vehicle regulations. The board shall have the author- ^ 
i ty to rende r j udgment as to the justification of the citation.' 

2. Compos i t i on : The Traffic He^aring Board shall be appointed by the 
•Student Body President, having given due nofice to the Student Body of his nomi- . 
nations,' and' approved^ by the Student ^Senate . The Board shall consist of the 
Chairman and four -members . The Chairman shall be c 1 ass i f ied' as j un i or or above 
and alt] other members at 1 east sopho^nore classification. All members of the 
-Board must ha've a cumulative grade point average of 2.00 or above and must not 
have a record) of previous disciplinary suspension taken by the University. The 
Chai^rman and two other^ members must be present to constitute a quorum and hear 
a case. The Chairman sh^ll have the same voting rights as other members of the 
Boarvd. ^ . , ' 

3 ' Procedure and P i spos i t ion : 

a. Reques t for Hear i nq. : A student wishing to contes't a ticket may 
request a' hearing before The Traffic Hearing Board "through the Dean of Students 
or Assistant Dean of Students. The request must be made^ in wr i t i nH wi th i n ten 
(lO) calendar d^ys' from the date the ticket was issued. Tickets muVt be p^id 
prior to request for hearing and receipt must accompany wriitten request. A re- 
fund will be made if the student is found not guilty of' the violation. 

. ♦ ' A. -^ ^ 

^ b. Notice of Hearinq : After receiving the request for hearing, the^ 

Dean of Students or Assistant Dean of Students .sha 1 1 contact the Chairman of 

the Hearing Board and arrange for him to call a meeting of the Board. Written 

notice by U.S. mail or personal delivery shall be given the student setting 

forth the date, time and place, of the hearing. Notice shall be mailed at least 

seven ,(?) cqnsecutive calendar days prior to the hearing, unless a shorter time 

be fixed by the Chairman fo.r good, cause. If the student fails to appear at the 

scheduled time except for good cause, the Board may hear and determine the 

matter* in his absence. ' ^ . 

c. .Conduct of Hearinq : All Traffic Hearing Board meetings shall be 
closed to the public, ^"he hearing shall be inforryal. . The Chairman shall pre- 
side and conduct the business of the hearing. The student shall have- the^'oppor- 
tunity to present his ^i de of the case. The Board may question the 'student at 
any time. The Board may request information from the M '^dwes te rn Pol i ce Office 
with regard to the ticket in^ question. ' , ' 




J 

• ^' Determination bv Bo^rH: The Traffic Hearing Board shall mal<e Its, 
findings and de te rm i na t i ons i n executive session (only members of the Board 
present). If the. student is found not guilty of the violation a r'efund shall 
l?e itiade of the penalty fee assessed. • 

e. Official Report of Findings and Determinations : Jhe Board shall 
promptry consider the case o'n the merits and make" its f i nd i ngs ' and -de te rmi na t i on 
and transmit them to the Dean of Students, or Ass i s tant 'D^an 6f Students who will 
> infor'm the student' ir^ writing of the • dec i s i on . If the student is found to be 
not guilty of the viot-ation, the. Dean 'of Students 'oi^ Ass is tan?»^Dean of Students 
shall notify the M i dwes te rn- Pol i ce Of f. ice" in writi-ng of the decision and request 
a refund to the student of the penal ty*^e assessed. " " 

Record of Hearing: A summary recofd .of each case hearS is to"be kept 
^nd filed in^the- Student Personnel Off.ice ^nd for the purpose of appeal only be 
accessible to. the Student Conduct Committee'. . ' 

-5. Riqh.t of Appeal;: The student or the' Dean of Students or Assis-'tant 
Deiin of Students, with the consent ofVtte student, may appeal to the Stud^nt • 
7 Conduct Committee the decision reached by The Traffic Hearing Board by filing 
written notice of appeal with the Vice President for 'Student Affai^rs Within 
seven (7). consecut i ve calendar days after notification of the decision of the 
• Board. • ■ . 

ft 

The Vice President for Student Af fa i rs, sha 1 1 call, a meeting of the Student 
Conduct -Commi ttee who shall review the case and the appeal documents. The^ Com-U 
mittee may affirm or reverse the dec rs ion oil the Bbard and shall notify in w^ing 
the student andtthe Chairman of The Traffic Hearing Board of their decision. 



If- the studerrt Is found to be not guilty of the vi.olation; the Vjce Presi( 
for Student Affairs shall notify the Midwestern Police Office in^writing of the 
decision and request a refund to the student of .the penalty fee assessed. ' 

SECTIONS. POLICY ON OFF-dAMPUS SPEAKERS 

The BoardNsf Re'gents of M i dwes te rn . Un i ve rsi ty respects t/e rights of the 
faculty and the studer)t body of Midwestern Un i've rs i ty to hav/ ful 1 freedom in . 
the discussion and presentation of all information and issues. This includes 
the right to jnvite off-campus speakers whose ideas and views differ from those 
of the Board, its individual members, -or the Pres ident of Midwestern University. 

,it is the Dolicy of. this Bc^rd that the facilities of this institution, which 
were. paid for by the tax payers' of Texas from'their earnings in our society 

%based on law and order, b^ not made available to any person or persons who by 
reason of the,i r prior expressions 6r past actions would likely use the invi- 



\ 
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tati*orr to advocate : .lawl essness and disregard for th^ laws of this country; 
change in the laws of this country, otheV than by means provided for within 
the constitution and the laws of the United States' and the various States ; 
and the "viol&nt overthrow ^of our government. 



In the case of highly controvers ial- speakers , announcement should be made 
at least thirty c^ays pri6r to appearance so ^hat faculty might have th'e oppor- 
tunity to discuss issoes'with the students., Also, no such speaker shall be . 
presented who wiJ 1 not consent to interrogation (not heckling) by students and 
faculty fpl lowing the presentat i^on . H ^ 

Every precaution should be taken to maintain the highe^st level of excel- 
lence" and good t^srte i'n such ma t te rs - commens u ra te with ^the^dignity of an 
i ns t i tu t ion of hT^gher education. . * ' ' ' ^ 

• . SECTION 9. OFFICIAL OUT-OF-TOWN UNIVERSITY TRIPS 



When?an official out-of-town trip is sponsored by a University Di\ci5ion> 
.or Department, faculty or administrator involved will be respons i b 1 e- f or aj 
a r i;a>>gemen ts and supervision. - 

When student orcfan iz-^t i ons plarfan official out-of-town trij^ all arrange- 
ments must be cleared through the'Student Personnel Office. ^ • 




SECTION 10. RESERVING UNIVERSITY FACILITIES 



'Requests for all NON-CLASSROOM facilities are made thrdligh the Student 
Personnel Office. Classroom space is secured through the Office of the 
Registrar. 



SECTION 



1 1 . UNIVERSITY CALENDAR 



1. Master calendar sc^hedu-ling forms for the University caJendaj/ will be 
sent from the Office of Student Personnel to each department an"d to each student 
organization by April 15 for listing proposed activities and for requesting 
facilities for the following fall and spring semesters. Rese rvie t i ons w i 1 1 be 
'accepted only from departmental chairmen, and f rom'^student organisation presidents 

2. During the period April I5"^ay 15, the annual, recurring ^vents will 
receive "pr i or i ty" .... both in being placed on the Master Cal enda r *^ind in res- 
erving of campus facilities. Examples of , these are: 



Ho'nors Day 

Student Leadershi.p Conf. 

Homecoming 

Mi 1 i tary Bal 1 

Greek Week 

Sc ience Fa i r 

Fal 1 Fest ival 



• 

Maj or Theatre Product ions 
Annual Reading Conf. 
Facu 1 ty Chris tmas D-i nne r 
A r t i s t-Lec ture Se r ies 
Choir Sr Band Concerts (MU) 
Women ^ s Recogn i t i on Banque t 



3; After May 15, activities of this type will be scheduled: 

S t uden t Music R?c i ta 1 s . SUB Dance & F i 1 m Prog ram 

Student Organization Functions One-Act Student Direct^ed Plays 



^. Off campus groups xannot receive confirmation for Oniv^rsity facilities 
until after August 1. ^ . ^ . ' 
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5. If a conflict 1 schedu I i ng occurs^^ rescheduling will be resol/ed in 



\ 



consultation with the groUps involved. 



SECTION 12. HEALTH SERVICE-- 



The ultimate objective of any Student Health Service is to mair>lain a " 
state of optimum health, both physical and emot i onal , among the stu^i^ent bo^y, 
It is hoped that we can achieve this objective by discovering physical and 
emotional defects* in the early and correctable' stage, conserving t|)e student 
time from class, and providing that type ^^f fundamental, preventive/ health 
instruction which will tend to curta^il the occurrences of i I I ness//requ i r i n^ 
long tr^eat^fient through an undertaking and appreciation of the prf)hciples of 
heal thful I ^7ving. - > 



\ , Phy^s ical Exam i nation I 



i Si requ i red 



Ea^Ti 
to ha^e 



^ tuden t 



e!^(t?fering Midwestern University f5f tl^e first time 
a physical examination at the time of Jniyial enrol Irment . 
This required physical examination report completed by a legally Cjualified 
physician mus.t be or^ file With the Universality Nurse prior to the student; 
entering the reg i s t ra t i*on area.\. (Summer trans ient 'students are exempt while 
maintaining such "special" statics, but not upon becoming a r-egular student.) 



pas t 



b. A service discharge physical is acceptable if received within the 
twelve month's and a copy filed with the University -Nufse.* 

c. Armed forces officer personnel may utilize/their yearly service 



phys ical provided a copy is filed with the University f/i 



urse , 



^ d. The Unl 
except as outi ined I 



versity Examination- Form must 
n b and c above. 



be used for the examination 



e.. The physical examlna^tion must include medical proof of the following: 



last 12 months. 



ons, 



(1) Chest X-Ray within 

(2) Requ i red immun i zat 
(a) Diphtheria-Tetanus Toxo i d (w i th i n 10. years). 

,(b) Oral Poliomyelitis (Basic series of all three 
1962, and at least one booster.) 
(c) History of measles (Rubeola) or active immunizWion 
1965. 

(3) SmairPox vaccination is not required, but is stroligly 
recommended. 



types s i nee 



s I nee 



S 
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. , f. In those cases where the studerit*s physician rerquests an excuse 

frOm physi carl activity Q<r R.O.T.C., the physician may use the regular health 

form and elaborate on the reason^" for the excuse' Thi? request for excuse 

must be filed with Ihe University Nurse each year. 

' ^g. Students are urged to have theiff physical examination made by 
their family physician since he often has valuably health information which 
should be' a part of their record and is not available from any other source., 

2. « Services Ava i 1 ab 1 e . „ • 

a. Routine medicines, when ill, not, to exceed $10.00 per regular 

semestar and $3-00 per summer term. 

♦ 

l>. Physician^s services during the sick call p^riod'of one and one- 
half hours each 'School day, Monday through Friday, during the Fall and Spring 
semesters, 8:30 a.m. to 10:00 a.m. 

c. A maAi/num of thre*e emergenc^y ca 1 1 $ pe r^semes te r . ' 

d. At the discretion of the University Physician, a student may be 
referred for professional consultation. The usual and cus toma ry -consu 1 tan t ' s 
charges up to a maxi mum a 1 1 owab 1 e of twen ty-f ive ($2 5. 00) dollars, willbe pa id 
from Hea 1 th Se rv i ce funds upon presentation of a statement of charges. Such 
referral (office call), is limited to one consultatiqn per calendar year per 
individual student. ' . / 

• . ' . * 

e. Conf inement to the infirmary is limited to three days, for any 
one illness beyond which a charge of $5.00 per day will be in effect. 

f. Infirmary is closed when school is not In-^session, 

g; Students are responsible for 'medical expenses which are not pro-,^ 
vided for as indicated in the above. Specifically, such personal' respons ib i 1 i ty 
extends to charges in excess of the allowable as enumerated in provisions a and 
d above . ^ 

3. I nf i rma ry Hours . , ' - 

« , * ■ 

Monday through Friday . > * , 

Fall & Spring: 8:00^ a.m.-5 :00 p.m. 

(Physicians a va i J ib 1 e ^ : 30 a.m. -10:00 a.m.)' 

Summer: 8:00 a.m. -12 Noon 
Emergency calls only w«J 1 1 be handled during hours other than those 
s ta ted above . Res i dence Hall occupants check first with Director or 
Coun:selor in emergencies. 

\ 

h. Med i ca 1 Excuses f rom Class . / 

Medical excuses from class are^issued by the Un i ve r s i ty .Nu rse * or Phy- 
sician under the following conditions: 

a. Student has been treated in the Infirmary and illness warrants 'the 
granting of an excuse. 

b. Student has bSten Jireated by a private physician and written state-/ 
ment from the physician provided to the University Nurse; or 
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^ ► c. Student confined to a hospital. • ' - 

SECTION 13. STUDENT ORGANIZATIONS 

While^all University recognized student organizations have faculty advise- 
ment , gene ra 1 coordination and sljpervision of Midwestern University's student 
organizations are a function of Student Personnel through' the Office of the 
De^n of Students. Information regarding present status of all groups, their 
current officers and membership requirements may be obtained in the Dean of ^ 
Student 's Of f ice. - . 

I . Folic fes Relating to S'tudent Orqanizat ions . 

a. Ea'ch student 6rganization must complete, the Student Organization 
Roster by October 15th of each year and send the copy to the Assistant Dean of 
Students. Ros^ters must be ^cor rec ted «a t the . beg i nn i ng of the spring semester 
each year. A list of the officers for the coming yea>, or the name and address 
of_ a summer contact person must be filed with the Assistant Dean of Students 

, by the end of' the spring semester. - 

b. Each student organization must have campus-related sponsorship: 
i.e, , faculty or staff advi.^.Or unless special arrangements are made through 
the^tudent Personnel Office. Selection of advisor will be'made by ,the 
organization. * 

^ . . ^ 

■ t. ^ All activities whether held on or^ff campus must conformi^to Uni- 
versity ^oc fal regulations. Failure -of an organization to conform* to University 
policies will result in disciplinary action a'^nd could result in suspension. 

d. 'Each student arganizat ion must have either a Constitution or a 
statement of purpose on fiJe in the Off fee of Assistant Dean of Students. The 
statement of purpose must outline membership selection proco^u're, 

2. Proc^edure for Establishing a New Organization . 

a. The Student Organization Roster is submitted to the Assistant Dean 
of Students, The^rajter lists p roposed tnambe rs . officers, and advisors. In 
addition to the roster, a cons t i ttfWbn' or statement of purpose is to be' included 

. ^' If^he organization Kas national affiliation, information listed 
in a, above, must include information from the national office. (Constitution, 
By-laws, and financial as well as supervisory relationship with local Chapter) 
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/c. WKen preliminary information listed abFove is obtalryed,.<£f na-J ' 



approval^of national orgafiizat ion mist be made by the University Adminr- 
strativ^! ' 



ftounc i 1 



d. Final approval for local organizations will be made by a com- 
mittee comprised of the Vice President for Stjjdent Affairs, Dean of Students, 
and'the Assistant Dean of Students. . 

. e. After University approval of the organisation, the President of 
the new organization is eligible for membership in the Counc^i 1 of Presidents. 

3 . E 1 i q i b i 1 i ty to Hold Of^'c^ in a. Student Organization . 

a. Officers of each organization must have a 2.p cum^ulative grade 
average preceding election to the office and must maintain this average while 
in office. ' • 



/ 



/ b. An officer must not be on probation. 

SECTION \k. STUDENT ACTIVITIES 



1 . Registration . 



a. Al I'jacti vi ties of^any recognized student Organization must be 
registered in the Office of the dean of Students. This reg^sJtration applies 
to functions heW pff campus as well as on campws . 

b . Registrat ion Cards (Univers i ty Calendar Application) are avail- 
able in the Student Personnel OfjMce and mtjst be completed before an event is 
registered officially. • ^ • ^ 

c. For convenience of the organization, completion of the Calendar 
Application accomplishes the fol lowing: official registration of facilltjes 
and inclusion on the master calendar. ' ' ^ 

d. Please note that the registration of a social event requires the 
signature of an advisor. 

*^ • 

e. The deadline for registering a social event will be k days prjor 
to the event, although organizations are urged to complete this registration 
earl ier. 

» • ' 

f. .Cancellation of functions and x fac i 1 i t ies is equally important and 
should always be made through the Student Personnel Office, i 

g. Student retreats, sponsored by student organiz;atix)ns, held off 
campus must be schedulefi one month prior to the function. (See number 1 -above.) 

h. The Student Personnel Office will provide information to student 
organizations as to duties and responsibilities of chaperons. ^ 

* • 

2 . Chaperons & Secur i tv 

a. Chaperons are necessary only at those functions where security 
police are not r'equired. 

* . ! 

' b. Chaperons must be approved by the Student Personnel Office and ' 

must -be present at all times during the social event. 
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c. Chaperons are special gue^s^s of the organization. -Extending an 
jnvitation to chaperons well iip advance, of the function is a mark of thought- 
fullness and courtesy. • - % ' 

d. At on cafopus dances that are irm tat* iohal and involve only one 
(1) organization, no securfty. officer is required; 

. On. campus invi tat ional rfancjftinvol ving more than one (l)»organi- 
zation, or an all school (MU s ^udeinfts on" dance, on6 (l) security officer is 
requ i red ; • 

" campus dances open to non-students, two (2) security officers 

are required: 1st hour-one (l) officer; 2nd. hour until close of dance-two (2) 
.officers; ariti from close of dajrTce until band leaves-one (l) officer. 

3 . - Dr>es;$r and Conduet . > ' • 

a. ^hose attendir 
ment about*- their dress, exercising good. 'taste at all tirnes 

b. Conduct at student , act iv i t ie^ shaM be the re??pons ib i It ty of the >^ 
sponsoring group. , • 

<^ ' ' - * . . . 

> Be ye rages : No alcohol ic beverages^are'^permi tted at 6n .grampus functions 
sponsored by University student organizations. 



a. ^hose attending student activities are requested to use good judg- 

r dress, exercising good. 'taste at all times. ifc. • • ' 



^ 5. .General. . * ^ ^ / . • . 

a. bftonisor I ng organ izat jons are invited :to discuss plans for student 
aic'tivitfes with the staff in the Student -Personnel "Office. 

. ' 1 " • ' ■\''\ ■ ' - . ' -f * 

b. Attendance at events sponsored by Midwestern University students 
is^r^stricted to 'M i dwes tern University students, facult^', staff, and guests 

of Che sponsoring organization unless other, groups ^are approved by the Student 
Personnel Office. . • [ , ' - , 

SECTION 15. RES4DENl&£«HALLS AND POOD SERVICE 

, 1. Gene ra 1 S ta teme n t : Residence Halls are" a vital, part of the total Mld-N;^ 
wester/j canjpus community and -are intended to implement the educational purposes 

/ . • 
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.t|irough providing an atmosphere conducive to meeting the &ca demise, soc4a^l , 
and persona'l needs of students. " ^ ^ - 

iiousing regulation^ require that all unmarried students under twenty- 
one years of age live in Univ^rsMty Res idence Hal 1 s . . 

• < 

The requirements mSy not apply when a student: 

•* ■ ■ ' ■ * ■ ^ 
a. Lives w.i th parents or relatives; . 

h. . Enrolls as a part-time student #(6 hoiirs or less long terra; 3 hours 
or less summer term) ; • / . , ' ^ 

vC., Is enrolled for evening courses only. \ * ' ^ 

' ''2. Room and Board Rates : Room and board charges may 4be paid\rn full at 
the beginning of the semester or io Tour .equal paygie,nts i h.^accordanfe with a 
pre-determined schedule for- each -semes tef'. - The penalty ^or^ late payment is 
$5.-00. FirsT payment is due at the time of registRatj»h. . ' 

3. Meal Plan : The pri.ca for board representt^^tf^KetJi redeemable for food 
and beverage items in Jthe Cafeteri^ and .Snack Bar duJ-l-tjg the per lod' cove Ved by 
the tickets. The tickets are issued at each of the f^Ottr payment dates in. accor 
dance with a pre-determined schedule for each semes t^V^ * • . " 

. ^ ■ ' ^ 

. k. Residence Hall . Reservations and Room Deposits ; . Residence Ha'l 1 reser- 
vations will be made in the Office, of Student Personnel'. ^ check in the amount 
of $20*. 00 payable to MidwesteVn Uhi vers i ty , must accompany; the "requfes t This 
wil l serve as both reservation fee. and resijde'nce property deposit. ft wil l 
be refunded, les-s any property breakage charges, at the^endof the school year. 
If a student moves Trom the Residence Hall during t?he semesler, the $20.00 
deposit will NOT be refunded. ♦ ' . ' ' 

^ 5.* Room DeibosJt and Refund PoMcy. . 



^ ' a, August 1 (fall semester), Dqcember 1$ (spr-rng semester) ^ May 15 
^first sumi7>er .term), and June 30 (secpnd, summer term), are' the dates beyond 
whic?! the $20.00 room reservation depos i t is hot refund^bl^' unless the semester 
is completed. Students who do not re-enrol 1 for spi*ing semester may have 
deposits refunded upT to thfee days before regrstratic^n. '\\:.- 

b. If a student officially withdraws from the University, room and 
board refunds will be made only after the^ student has cleared through the 
Student Personnel Office, The refund will be made by the Business Office. 
Refunds to students not withdrawing from the .Univers t ty, -but I'movi ng from the-, 
residence hall during the semester, will b^ f or only those amqunts paid for 
periods subsequent to the pay period in which he moves from the residence hall. 
Refunds for board will be made only upon p resentat i-on of rneal tickets. 

6 . Res idence Hal 1 D i rectors and Student Counselors. : Each res i dent s tu- 
dent is under the direct supervision of a Residence Hall Director^ In addibJon 
supervision is delegated by the Director to the Student Counselors at such ^ 
time and in such matters as the Director de^ms appropriate. 'While the Coun- 
selors are students, they are, a'fe in the case of the Directors, employees of 
the University. The Director and Counselors a re ■ respons ib 1 e for. personal and 
social counsel ir^g, and in add i t iori f or interpreting and adminrfst;er ing Uni- 
versity policies in the Residence Hall. 
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7. ' Guests: All arrangements f ov^rn i gh t guests ?n theXesidence Hall 
must be made with the Residence Hall ,l^(r and should be made as far in 
advance as possible. Guests, must obSi^r|ye House regulations and are under the 
supervision of the Re^idei7ce Hall Dir^cifor. It' is the student ^'s responsibility 
to introduce^ overnight guests to the Di rec tor Vipon arrival and to register the 
guests. Fees are paid to the Director! When guest rooms are available, a fee' 
of $2.50-per night will be charged if g.ues„t furnishes linens; $3.50 if linens 
are furnished. by the University. * / . 

Visitors are" permi tted in the lounges of Residence H^l 1 s 'as scheduled 
below: . , * 

Monday thru Thursday^ 10:00 a.m. to 10:^5 p.m. * 

. Friday and Saturday \ , ^ -10:00 a.m. to- 12:15 a.m. 

Sunday [ ... 9:30 a.m. tojO:^5 p.m. 

' > • - f , . . ^ 

Guests of the opposite sex will be welcome at other times in noh-lour>§e 
areas when so designated By the Student ^ rsonne 1 Office. 

8. Additional Residence Policies Relatimq to' Women ; ^Women ' s ^s i dence * 
halls are lo6ked afl!Z:OP p.m. each night. Fl rs t semes te r freshmen or/ly have 
curfew and their hours arenas follows: SiMpday thrbuqh Thursday, 12:00 mid- 
nTght, Friday and Saturday, 2:00 a.m. AlH^other students are on^se 1 f-de termi ned 
hours. If a stu^dent does not plan to return by the time the dorm opens 

V (7:00 a.m.) shesjnust sign out for overnight. ' ^ 

a. SECTION 16. : STUDENT SERVICE FEE ' 

The Board of Regtents of Midwestern University are aut;horJze4 to charge, 
and collect f rom- s tudejnts fees to c6ver the cost of student services which jt 
deems necessary or desirable in carrying out .the educa t i ona 1 . f unc t i ons of Mid- 
western University as ^ietermined by the BoardP of Regents. Student .services 
shall mean and i nc 1 ude * such services as recreational' f ac i 1 i t Fes hea 1 ttr^nd ^ 
hospital services, intramural and iote rcol legiate athletics, artist lectSre 
series, cultural entertainijient series, debating and oratorical activitiesjv, 
student pub 1 icat ions ,s tudent government,, anci any other student activities 
a(«i services specifically Authorized and appr9ved by the Boa rd of Rfegentg. 

Fees ar^e allocated by a studept allocation board under the supervision 
of the Student Personnel Office and the Office of"Busine§s Affairs. 

. / . - , • 

Farther details on specific benefits be obtained in the Office of. 

^^^^^/StudFnt Personnel: - •S*.,,,,.,,^.^ 
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SECTION 17. RELIGIOUS LIFE 



V 



^The' ,Un i rs'i ty nonsecta r i an . Its ardmi n i s t ra t i ve. and academic, pol.icies^ 
however, are designed to create an awareness of the Supreme Being and tq en*- 
courage the student tp affiliate with the religious organization of his choice 
and to ' pa rt i c i pa te in the re'l i g i ous ac t i v i t i es sponsored by campus* groups . 
Several denom i na t i bn-a f f ii i a ted student religious organizations exist on the 
campus, hoTd regular meetings and worsh ip- se rv i ce§ , and sponsor programs and^ ^ 
activities of a spiritual character. 
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SECTION 18. FINANCIAL AID 



' ^ ^ Complete information regarding Iqans, grants, scholarships and student 
empl oyment may hp obtained from the Financfial Aids Office, Hardin Administra- 
t i on Bu i 1 d i ^ • c? v . 

Short lerm Loans : (To be repaid during the semester «n which they 
' ^ are borroweS,) - 

a Tuition and Fe^e Loans . Not available to entering freshme'n. Sec- 
ond semester freshmen (IZ or piora hours) or above c 1-ass h f i ca t i on must have a 
. mir^imum "C" cumulative grade point average and must not be on any type of pro- 
b^tjion. This is the only type' of loan available on registration days. These 
lodns cover up to 75% of tuition and fees, but may not exceed $250.00. Pay- 
ments may be scheduled during the semester in which the money is borrowed but- 
.would become f u 1 1 y 'p^yab 1 e on demand pr at the- time of early withdrawal.^ T^ere 
is a late •charge for all payments not "made a5 scheduled.^ ' 



1^ ' b. P.ersona 1 Lpans . Not to exceed $75.00 to cover school related- 
needs only.. Not available to students with less, than 12 hours credit. Stu- 
dent iftust%have a ,m i n i mum* "C" Cumu 1 a t i ve grade point average- and must not be 
on any typ^ of prpbation. Payable as scheduled' at the.'tim^e of^ borrowing or ^ 
upon^demand or early withdrawal, whichever comes first. There* is a late 
charge on a*l 1 payments not made as scheduled. 

^ 2. Long Term Loans : (Payment begins after student ceases to carry at 
~ I ^ one -ha If full t i me cou rse 1 oad ^) 

\ Application deadlines ^re: Fall semester or fall and spring semesfers 
' together - J*ulV '1 r spring semester onlY - November 1; summe r sess i on - 
March 1 . * * 

Yhe following long-term loans and grants are available at Midwes.tern 
University. You may. obtain more complete information from the Financial Aids 
Office: Texas Opportunity P 1 an : • Na t i ona P De f ense Student Loan: Educational 
Opportunity Grant: Nursing Student Grant: and LEEP Grant (Law Enforcement 
Education Program.) , ^ 

3. Scholarships and Gran t - I n - A i d : The deadline for filing Scholarship 
and. Grants- 1 n-Aid applications for the following academic year is April 1. 

Both academic pe r f ormance and demonstrated need are considered in ^ 
awarding scholarships and grants-in-aid. 

A li-mited number of such scholarships and grants-in-aid are availaB^le t'^ 
amounts from $50 to $450 per semester. When/su'ch funds are controlled by and 
administered by Midwesteyn University and the donee i^ selected by Midwestern • 
University, the final selection is made by the Financial Aids Commi t tee .and 
the Director of Financial Aids. When such funds are not administered b^ 
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Midwestern University and Midwestern does not select the recipient, the donor 
handles the funds^ di rectly wl th the' rec i p ient in a manner of the donor's \/ 
choice . ' 

• .• .s 

4. S tudent Empl ovment : Students enrolled format least nine homy-s 
(undergraduate) or six hours (gra'duate) during the^^gulai; semesters" or three 
bours during a summer term^^and who have at leasf'a '^C" cumu 1 a t i ve' grade pofnt 
average and 'not. on^prpba t Ion or advised ^dm'iss ion? 'are el igible for referral 
to on-campus ^nd 'of f-campus jobs. 



Interes.ted and eligible students Sliould l^jjetTT^he F i nanc ia I Aids BulJ^^tfn 
Board in Clark Sf udent Jfentgr for.job openings. 'If a j^b available in which 
the student' is interested and qu^ 1 (f ?ed , 'he should contact the Financial* Aids 
Office for further deta-iJs regarding, the specific job. 

5. Vdcat i ona 1 Rehab i 1 i ta t i on ; Grants up to full t,uitj on *and a 1 1 non- 
refundable fees- are provided for the; phys 1^>1 y handicapped through the Texas 
Rehabilitation Gomnvissfon, 7 1 0 B rook' S t reet^.""* W ich i ta Fa 1 1 s , Texas, ^ 

SEtTIQN rg. - STUDENT LNFORMATI^fT BY PHONE; 

• / " < 

The ohly information to be released by phone on students at Midwestern 
University will b6 the current status of the* student as tCT enrol Iment, current 
addr*e^s regi.stered with 'the Un ivers i ty and c 1 ass I f i cat i on of s tudent . , ' 
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^ ' - . PART V ^ • , : 

POLICIES AND- PROCEDURES FOR BUSINESS AFFAIRS " 

• SECTION 1. FJ'SCAL YEAR 

Period Covered . The fiscal year begins with the firsr day of September of 
eath year , and *ends on 'the thirty-first .day of the fojLlowing August as provided 
by law.' - ^ 

. < \ . ■ • ^ 

- SfiCTION 2. BUDGETS 

*} 

1. Annua 1 Operating Budget . ^ . ^ 

a. Prepar^ion and Approval . It shall be the responsibility of the 
Vice President for 9u§iness Affairs to prepare an annual operating budget in 
coopei;ation with Department Heads, Deans, ^nd the other Vice Presidents. .The 
Budget shaTl be approved by the President and by the Board of Re^nts . A copy 
of the app^roved budget shall be filed with the Legislative Reference Library. 
It ishall reflect estimates of. income, by source, and authorizations for ex- 
peftditures, by budgetary ninit ^ for current operations. Budgeted expenditure 
authorizations shall be listed by object classifications within each budgetary 
unit as follows: (1)" Salaries , (2) Student Assistants, (3> 'Tcavel, '/4) Main- 
tenance and Operating Expense, (5) Capital Outlay (equipmeyit) . Individual po- 
sitions shall be listed within the "Salaries" classification and shall , reflect : 
(1) Name (where the posifeon is filled),^ (2) -Title, (3) Number of Months of 

' Employment, (4) Prior Year Salary Ratfe, (5) Current Year Salary Amount. Budgets, 
shall be prepared within the limits^ of the revenue available :&rom Legislative 
J^ppropriations an4 ^estimated local and other funds. 

b. Adjustments. All departments' are required to operate within theif 
approved budgets. .In cases of emergencies, where it is necessary to change the 
funds authorized by the approved budget, the budget head concerned must submit, 
in advance of any commitments, through the Business Office, a budget change re- 
quest ^or tjansfe^s between object classifications within the budgetary unit 9r 
a request for a supplement to the approved budget. The request should include 
a complete explanation of the necessity for a budget change. Forms are avail- 
able in the Business Office;' Tfie final date for submission of budget trans- 
felrs for the ^fise.^1 year is July 31^ • . 

*2. Legislative Budget- Request . It shall be the r^espohsibility of the Vice 
President for Business Affairs to prepare a request for legislative appropri- 
ations at such times >as the sta'^te budget offices shall designate and in the form 
prescribed by the Coordinati-ng Board, State College and University System. The 
amounts requested in the various elements of institutional expense shall be 
those amounts approved by the Presidfifnt^ and the Board of Regents after consid- . 
eration has been ^iven to the recommendations of Defjartment Heads, Deans, and 
the other Vice Presidents. Those amounts whicfh^are producecj by the formulas 
will normally be requested where formulas have beeq designated by the Coordi^ 
nating Board, State College and University System. Uie President or his dele- 
gate shall represent Midwestern University at' budget hearihgs scheduled by the ^ 
various state officials. . \ / 

- ' 3. Miscellaneous Budget Items . 

a. Interpretation of Estimates . In the event the'^^moimp^ of Feders 
funds, local funds, or funds other than appropriations from ^±e'^ General Revenue 
Fund, have been estimated in this Act in sums greater than are^'kStually received 
by the respective agencies of - the^ SPtate^ this^ Act shall not be cCvn^ttrued as 
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appropriating additional funds from General Revenue to make .up such differences. 
Wherever the language^ of this Act appropriates all receipts and balances fxom a 
specified source but uses an estimated amount to info.rm the Legislature and the 
public, the estimated figure is not ta be construed as a limitation on the a- 
raotint appropriated. 

>h. Transfer Provisions . With the approval of tjfie respective govern- 
ing board, transfers tQ^y be\^ade between the items of appropriations for the 
general academic institutions regardless of whether said appropriation items 
, are General Revenue or lo'cal funds in character; except for such appropriation 
items as- are, designated "notitransferable" and with the additional exceptions' 
specified 6elpw': ' . 

(1) Transfers may not be made into the appropriation item setting 
the salary rate for the president or for any other line-item salary shown. 

(2) . Transfers into the appropriation item for "All Other General ] 
^Administration" may not exceed the/amount reimbursed for indirect expense^s un- ' 

der government research contracts ,1 contracts for private res^rch and inter- 
agency' agreements. 

Cv Dormant Accounts . As provided in Article 4344a, V.C.S., the 
State Comptjroller shall, with the consent of the State Auditor and ^he State 
Treasurer, transfer the balanc^es in any dormant ac<^ount to the General ^evenu'e 
* Fund. 

d, Co6peratien For The General We If are ^> The executive departments 
and agencies of the State, when requested by the Governor, are authorized to 
transfer and to use available moneys appropriated in this Act for the ptarpose 
of rendering all practical assistance to the Governor or to St^te Departments 
>and AgenBies designated by him in makiti^ surveys and investigations and taking 
necessary action resulting therefrom, in the public interest; or for stlch oth^r 
purpose^g as will aid the economic growth and general welfare of the State; and 
for civij. defense' and disaster relief functions 'as; authorized by Srtate law. 

e» Transfers: For Civil Defense . ' In th'e event of a war attack upon 
the United 'States or. ^ proclamation, by the President that national ^afet'y is 
in danger, and in order to permit the/ diversion of sufficient moneys appropri- 
•ated otherwise^ in this Act for meeting the etiiergency needs for citizens of 
this State resulting from such attack or danger , the\ Governor is hereby author- 
ized to transfer moneys from any -part of unobligated balances in any item or 
items appropriated by this ^ct fot capital outlay, equipment, and new con- 
struction, to tl:^e appropriation account fot the civil defense and disaster re- 
lief program of this State? < 

► • ' » ' . ^ 
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Such transfers sh^ll be made by the State ^Comptroller upon the Governor's 
authorization, after n^ification to the St^tfe agency or agencies af£e*cted by. 
^ such transfer. 

/ The amounts of any such transfers, the name of the agency or agencies from 

which such appropriation transfers were made, and the objects and* purposes for 
which such transferred amounts were expended in th^ civil defense^ and^,disas ter 
relief program, are to be detailed in the Governor's message to the next ses- 
sion of the Legislatui^e. » j * 

SECTION 3. ACCCftJNTING SYSTM AND FINANCIAL RECORDS 

> 1. Accounting Records ^ The accounting records ^shall be kept in accord- 

ance with the recommendations of the National Committee on the Preparation 'of 
* a Manual of College and University Business AdministTza^ion published by the 
American Council on EJducatiSti with a copyright date of 1968o 

2, Audits . None of the appropriations herein made- shall be used to employ 
o any firm or persdb to audit the books of any department, board, commission, in- 

stitut^.on or State ajgency, this being the duty of the State Auditor; provided, 
however, that in instances where the funds available to said State' Aud^itor 

"are not, in his '^^ffgment , sufficient for any requested or contemplated audit, 
the department head or heads having authority to disburse the appropriations 
herein ^ade are tiereby authorized tb direct the State Comptroller to transfer 
from any appropriations to the appropriation herein made for the State Auditor 
^ the amount which in the judgment of the State Auditor is necessary for the pur- 

pose" of making such audit. • ' 

^ Any amount so transferred" to the State Auditor shall be used by him for 

t:he actual costs of the specified audit, and any balances of such funds re- 
maining at the end of any fiscal year are hereby appropriated to the State 
> Auditor for the purpose of completing the audit or audits for which the funds 
were transferred. On the completion of any such audits any excess funds re- 
maining shall' be transferred by the State Auditor back to the department, board, 
commission, institution qr agency from which transferred. 

The provisions of this section notwithstanding, supplemental audits 'of 
funds received from the United States Government by agencies of the St^te 
named in this Act, which are required as a condition of the receipt of such 
funds, may be made in addit^ion to the auditing performed by tlie State Auditor 
when funds for such purpose are provided by the Federal grant, allocation, aid 
or payment. v 

3. Minutes of Board Meetings . a» The appropriations made ^n this Act are 

^ ' contingent upon adherence to the following procedure"": in order that the Governor 

and the Legislature may be more adequately informed about the disposition and use 
of appropriations authorized from all funds, the governing bodies of the insti- 
^ tutions, schools, and agencies of the executive branch of the government shall, 
upon request by the Governor or the Legislative Budget Board, cause to be filed . 
with the: Governor or the Legislative Budg^t^Board , immediately upon transcrip-' 
tion, certified copies of the minutes of board meetings. Any changes or sub- 
sequent corrections of minutes filed with the Governor and the Legislative^ 
Budget Board shall be similarly filed. ' ^ 

b. In addition, the appropriations to the agencies and systems of 
higher education in this Act are made contingent upon the filing, by said age,n- 
cies and systems, of additional 'copies of minutes of board meetings and copies 
of budget requests with the Legislative Reference Librarian in the same manner 
. as prescribecl in the paragraph immediately above. 
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4. Financial Reports , The Business Office \<rill pref>are monthly and* annual 
financial reports in accordance with the established procedures for Texas Col- 
leges and Ujjiiversities. ' • . 

SECTION 4. CASH RECEIPTS AND DEPOSITS . 

"1. Reqeipts . Ar^ official receipt must be issued for each pasmient of fees** 
pr pt;her charges, and for each cash sale, ^hese receipts must be issued by the "-^ 
.employee collecting the ffees, charges, or making an authorized cash sale. All 
cash registers/ used fot recording sales must be equipped to issue numbered 
sales tickets/showing the amount of the sale, unless otherwise authorized in 
advance by the Auditor. Departments not using cash registers to record cash . . 
sales will use pre-numbered cash sales tickets or cash ^ales receipts approved 
Jby the Auditor as to form. All cash sales tickets and cash sales receipts 
issued (excep't cash register tickets atrd admission tickets) must show the name 
of the purch(aser jand an itemization of the sale, including ^quantity , unit price, 
and total. Receipts for rent must show the space occupied.' All receipts for ^ 
student fees and other charges must be approved by the Auditor as to form. AlT 
such receipts, when issued, *must show the name^of the student and be itemized. 
All admission tickets must be pre-numbered and, approved by the Auditor as to 
^orm. All cash sales receipts', cash sales tickets , admission tickets, and stUT. 
dent fee receipts must be properly accounted for, All cancelled receipts and 
tickets must be transmitted to the Business Office* 

2. Deposits . All fees and other charges collected, proceeds of ca^h sales^ * 
and all cash received from other sources must be deposited ^promptly in the Busi- 
ness Office, there is no authority for any department to use fees or dther 
charges collected or proceeds of cash sales for any purpos.e whatsoever, other 
than deposit them in the Business Office. ; 

All cash receipts from all sources shatl be deposited daily by the Business 
Office in a local depository. Not less than avery seven (7) days, remittances 
shall be made to the State Treasurer of all Educational and General Receipts. 

* ^ Q, - 

Working funds for making qhange and other purposes will be established 
only with the approval jot the Vice President for Businesi^s Affairs. They must 
be used 'only for the official business for which they were established. Under 
no circumstances will they be used to cash personal checks or for ahy other 
personal business or purpose. 

3* Local Income from Educational Activities . The Governing board of 
each of the general academic teaching institutions specified in this Article 
shall deposit in the State Treasury all cash receipts from all sources except 
auxiliary enterprises, non-instructional services , matriculation fees collected 
in lieu of student activity fees, agency and restricted funds, endowment funds, 
student loan funds, and Constitutional College Building Amendment*^ funds / i 

< ^ v. ^ 
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^4. Acceptance of Gifts of Money , All bequests and gifts of mpney to 
State agencies named in this Act are hereby appropriated to the agency desig- 
narted by the graft tor and for such purposes as the grantor may specj.fy. 

5. Federal Funds Appropriated for Use , All funds received from the 
United States GoverrflRent by age^icies named In this Act are hereby ^appropriated 
to such agencies for the purposes for which the Federal grant, allocation, aid 
or pa3mient wa^made, subject to the provisions of this Act. Within thirty (^0) 
days after the receipt of such fun^s, the agency receiving same sh%ll file a 
report with the Governor and^ the Legislative Budget Board setting out th^ 
following: the Federal Act or' authority under which the funds were, received, 
the amounts thereof, a detailed breakdown of proposed expenditure^f the funds, 
and the geographical distribution of the funds by county. Upon certification • 
by the receiving agency that such report ha^ been filed, the Comptroller shall 
approve expenditures of such funds. , - 

6- Prohibition on Use of Federal Shared Revenues as Matching Funds , 
None of the fund^ appropriated from Federal Revenue Sharing Fund No, 448 in 
this Act shall be obligated, encumbered or expended in violation of Subsection 
(a) of Section 104' of Title I of Public Law 92-512, the State and .Lpcal Fis'caJ 

Assistance .Act of 1972-. 

It 

7 , Depository Accounts , 

a. Local Depositories. The governing boards of the respective in-^ 
stitutions for which appropriations are tnade* in this Article are hereby auth- 
orized to select depository banks for the safekeeping of local funds other than • 
those specified in the Section, "Local Income trom Educational Activities," of 
this Article. The board shall require said depository banks to furnish ade- 
quate surety bonds or securities to be posted for the assurance of safety of* 
such deposits. The depository bank or banks so selected are hereby authorized 
to pledge. their securities for assurance of safety for^ such funds. All such^ 
local funds shall be deposited in these depositories within seven (7) days 

from date of collection. The governing boards may require the depository so 
designated and selected to pay interest on deposits at a rate to be^^^reed 
upon by said depositories and said boards, i 

(Borrowing Money. It is hereby declared the legislative intent that the 
governing boards afad heads of the several State institutions of higher learn- 
ing shall "not borrow molley from any person, firm or corporation to be repaid 
out of local funds, o^her than as specifically authorized by legislative en- 
actment.) 

b. Clearing Account. The State Comptroller and the State Treasurer , 
are to credit such receipts dept)sited by each such institution to a separate 
fund account for the institution depositing the receipts. For the purpose of 
facsLlitating the transferring *of such institutional receipts to the State 
Treasury, each institution may open in a local depository bank a clearing 
account to 5^ich it shail deposit daily all such receipts, and shall, not less 
than every seven (7) days make remittances, therefrom to the State Treasurer of 
all except five hundred dollars ($500) of the total balance in said account, 
such remittances to be in the form of checks drawn on the clearing account by 
the duly authorized officers eJf 'the institution,* and no disbursements other than 
remittances to the State Treasury shall be made from such clearing account. All 
moneys so deposited in the State Treasury shall be paid out on warrants drawn 

by the Comptroller of Public Accounts, as is now provided by law. 

c. At their option,^ the ins titut-ipiis may use their locaj. depository 
bank account in lieu of the special clearing account, provided that the general 
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.requirements as set out in the above paragraphs, for deposits and transfers to, 
the Statfe Treasury, are complied v/ith.' ^ 

d- All the funds deposited by each coLlege or university* -as above 
'provided are hereby appropriated to the respective institutions to be expended : 
.as provided in this Article. In the event the amount of' local receipts de- 
posited in a fiscal year be less than , the amount of said Estimated Other Edu- 
cational and General Funds for each iristitution, this/Act shall not be con- 
strued as appropriating additional funds from General^evenue to make upx^uch 

differences. v ' ^ 

* " -• . • 

e. Revolving Fund. Each institution affected by this Section, at ' 
its option, is hereby authorized t6 maintain a reiJ'olving fund to facilitate the 
payment of nominal expenses and to pay bills within cash discount, periods . the 
institutioiJb may use the revolving fund for regular monthly 'payrolls*, as well 

as for we^ly and -rspecial payrolls^ Disbursements . from -the revolving funds are 
to be reimburse^-.-CTom respective appropriations made herein, the State Comptrol- 
ler being hereby authorized to make such reimbursements on claims filed with hi\n 
by the institutions^ u^der his regularly prescribed prpcedures except that 'one 
voucher and one warrant may cover any number of claims for this purpose. These 
reimbursement claims shall meet the same requirements as other claims againsfe 
State appropriations, and each institution shall prepare such a reimbursement 
claim as at the close of business on the last day of each month and as many 
times during the month as may be expedient in order to make unnecessary the 
maintaining of an unreasonably large revolving fund- 

f. The respective governing board shall determine the amounts af the 
revolving funds to be set up--f5r each institution, and may increase or decrease 
the amounts if necessary; Such governing board shall designate a depository ^ > 
bank for each revolving fund, and sWll specify the officers and/or employees 

to sign checks drawn on each such fund. The depository, bank for each revolving 
fund shall be required to secure the deposit as provided by law. 

8* Re imbur semen ts and Payments . Any reimbursements received by/--drf agency 
of the State for authorized services rendered to any other agency of the State 
Government, and any payments to an agency of the State Government made in set- 
tlement of a claim for damages, are hereby appropriated to the agency of 'the 
State receiving such reimbursements and payments for use during the fiscal year 
in wl|ich they are received. 

/ • ■ 

/ The reimbursements and payments received shall be credited by the Comp- 
trpller to the agency's current appropriation items or accounts from which the 
expenditures of like character were originally made, or in the case of damage 
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settlements to the appropriation items or accounts from which repairs pr 
replacements ,are *raade; provided, however, that any refund 'of less than Fifty 
Dollars ($50) to an institution of higher education for postage, te^lephone 
service, returned books and materials, cylinder and container deposits, in- 
surance premiums and like items, shall be deposited to the current fund 
account of the institution in the State Treasury and such funds are hereby 
reappropr iated . 

9. Safe Combinations > Combinations of all safes and vaults shall be 
filed vrith the Auditor in sealed envelopes, clearly identified by department. 

SECTION 5. PURCHASES 

1. Authority to Obligate Funds . Except fsor contracts signed by the Pres- 
ident and Board of Regents, the Business Office, under the direction of its 
head or designated representative, has sole authority to obligate the funds of 
the University for purchases of supplies and equipment, except where othen^yise 
authorized in v^riting and in advance by the President or the Board of Regents. 
The University will assume no liability for payment of obligations which might 
have been made in any other manner or by any other person. IF ANY DEPARTMENT 
HEAD OR ANY OTHER STAFF OR FACULTy4iEMBER MAKES A CONTRACT FOR SUPPLIES, EQUIP- 
MENT AND/OR SERVICES WITHOUT A PURCHASE ORDER FR0M THE BUSINESS OFFICE, HE MAY 
BE HELD PERSONALLY RESPONSIBLE FOR CLEANING THE ACCOUNT WITH THE VENDOR . 

2. Excess Obligations Prohibited .' No clepartment or agency specified in 
this Act shall incur an obligation in excess of the amounts appropriated to it 
for th^ respect ive objects or purposes named. In the event this provision is 
violated, the State Auditor shall certify the fact and the amount of over- 
obtigation to the Comptroller, and the Comptroller shall deduct an amount or 
amounts equivalent to such over-obligation from the salary or other compen- • 
sation due the responsible .diabursinJf or requisitioning officer or employee, 
and apply on the payment of the oblfgation.^ This provision is specified pur- 
suant to Section 10, Article XVI, of the Constitution of Texas. 

^ • 

3. Supplie^and Equipment a All purchases of supplies and equipment shall 
be made through tHe Purchasing Agent under the direction of the Auditor. The 
Purchasing Agent will make purchases' through the State Board of Control, with 
the exception of perishables, purchases to be 'paid from Federal Funds, gifts, 
and grants^ or Auxiliary Enterprises, which may be made direct if such action 
appears in the best interest of Midwestern University. Competitive bids shall 
be secured for all purchases not made .through the State Board of Control. The 
State Board of Control issues certaiii^"Books of Awards" co^ring state contracts 
for a major portion of the supplies needed by departments. These books itiay be 
examined in the Purchasing Office by budget heads. 

4. Requisitions for Supplies a^d Equipment . Requisitions for purchases 
of supplies, equipment, and for services incidental thereto, including repairs 
to building and equipment, must be submitted by the department chairman con- 
cerned to the appropriate dean and to the Purchasing Office on official requi- 
'sltion forms. Individuals concerned shall ^render all assistance possible to 
the Purchasing Office in securing technical, scientific and special items, and ^ 
shal'l place the names of- possible or preferred suppliers and/or manufacturers 

on requisitions for such items. All requisitions must show an estimated cost. 
Hie .Purchasing Office will furnish a copy of each purchase ojfder to the depart- 
ment chairman concerned. All cancellation of orders must be made in writing 
through the Business Office. -f O Pn 
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' Emergency purchases may be made with the approval of the Vice President 
for Business 'Affairs, upon the completion of forms to substantiate the emer- 
gency. Details for such cases may be obtained from the Purchasing Agent. 

«il ■ ^ 

5. Orders to the Physical Plant. * '^^.^ 

a. No mat'^erials will be furnished departments for instructional use 
unless a properly completed requisition listing the materials and their esti- 
mated cost has been approved by the Purchasing Agent following encumbrance of 
the estimated amount of the requisition. 

b. Departments requesting construction of bookcases, tables, and *other 
items of departmental expense will submit requisitions reflecting the estimated 
cost as previously determined by the PhysicaT Plant Department to the Vice Presi- 
dent for Business Affiirs for ,appr9val following encumbraace of the estimated 
amount of the requisition. \ i ' / 

c. The order number on the approved re^iAil^ition fpxrwarded to the Phys- 
ical Plant Department v/ill be reflected prominently on all job sheets and de- 
partmental bills submitted to the Business Office. 

d. The original requisition will be attached to the departmental bill 
along with the original and one "Xerox" copy of the jo\sheet at the time it is 
submitted to the Business Office. The white copy of the departmental bill with 
job. sheet copies attached will be mailed to the department being charged. 

6- Interdepartmental Transactions , No department , shall furnish materi- 
al qjj serA>ices to any other department of Midwestern without approval by the 
Business Office, except for normal purchases *from the bookstore, supply and 
print bureau, post office, and telephone service. 

7- Correspondence and Other Contacts with State Board of Control and " 
Vendors . All correspondence and telephone contacts with, the State Board of 
Control and x^ith vendors relating to requisitions, bids, purchase orders , con- * 
tracts and similar business shall be handled by the Business Office unless 
otherv/ise authorized in advance by the Vice President for Business Affairs. 

8. Purchasing Ethics » Where competition is possible, all qualif ied^'bid- 
ders on record shall have an equal opportunity to $ubmit bids on a uniform and 
specified basis. No bidder shall receive special consideration or be allowed ' 
to revise a bid after havingVreceiy^d information from other bids. "The Vice 
President for Business Affail|gaei&nd. members o| his staff shall refrain from any 
relationships v/hich give any bidder an advantage, and shall accept no gratuities 
or, in any manner, obligate one's self to any representatives of concerns seek- 
ing business. 

J 
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9. Office Furniture . Guidelines have- been established with regard- to 
furniti^re, equipment, and improvements in faculty offices- These guidelines 
are available from the ^Purthasing Office. 
• 

10, Purchajsing Deadlines . The following final submission dates-shall be 
in effect each fiscal year*: 

State Board of Control Open Market Purchases July 1 
State Board of Control Contract Purchases August 10 

Departmental Transfers < August 20 

All orders or departmental transfers received after the respective dead- 
line vtIII be charged" against the following years l^udgets. 

ri. Receiving Reports o* A Receiving Report must be submitted by the or- 
dering department no later than twenty- four (24) hours after receipt of mer- 
^chandise. If there are any damages, shortages or other irregularities, this 
should be noted on the face of the report. * - 

*• / ■ • 

The following information must be clearly stated: 

a. Quantity Received. • 

b. Date Received. 

* c. Condition. ^ .... 

d. Signature of the Budgetary Unit Head. 

By a department's failure to promptly supply the Purchasing Office with a 
Receiving Report, payment is delayed to the vendor, cosfi discounts are lost 
and the department places the University , and the State in the defenseless po- 
sition of being delinquent in paying its bills. 

The Budgetary Unit Head vjill be held responsible for any difficulties a- 
rising from his failure to promptly supply a correctly prepared Receiving 
Report to the Purchasing Officeo ^ 

i 

12. Special Expenditure Provisions and Restrictioiys . 

a. Acquisition of Property . In order to conserve the motleys appro- 
priated by this Act, the Board of Control, and the governing boards of the State 
institutions pf higher learning eiAer acting directly or through the Board of 
Obntrol or through any other State agency in behalf of their respective /in- 
stitutions, are hereby authorised to, negotiate purchases of commodities and 
supplies of any kind or characteV whatsoever needed Jby any State agency with 
the duly authorized agencies of the Federal Government. However, any such 
commodities or supplies so purchased shall be obtainedyot a price not to exceed^ 
the prG<railing market value thereof, and if there be no market value then at the 
real or intrinsic value^ * ' 

It is further provided that only for the purposes of the expenditures auth- 
orized in the preceding paragraph, the Board of Control and the governing boards 
of the State institutions* of higher learning may waive the requirement of bid- 
der's bond and performance bonds, otherwise reauired in negotiating sifch pur- 
chases x-zith the duly authorized representative^^ of j:he Fexieral Government. 

^ Except as specifically authorized to do so by existing statutes, none of 
the agencies for which appropriations are made in this Act shall accept the 
donation of real property or expend any of the moneys appropriated herein for 
the purchase of real property without the expressed permission and authori- 

. . 131 : «i 



ERIC -no- 



zation of the Legislature. 'It is further provided that the institutions of 
higher education are specifically authorized to accept gifts or Revises of * 
real property from private isources for the establishment ol scholarships, pro- 
fessorships or other trusts for educational purposes, provided such property 
will not hereafter require appropriations by the Legislature for operation, 
maintenance, repair, or the construction of buildings. 

h. Publicity of Individuals Restricted , None of the moneys appro- 
^raited shall be used by any agency of the State Government for the purpose ^f 
^^publicizing or directing attention to any individual official or employee of 
any agency of the State Government. * 

It is also provided that none of the moneys appropriated shall ^e used by^ 
any agency of the State Government for maintaining any publicity office or de- 
partment, or for the employment of any persoil who has the title or the duties of 
a public relations agent, or press agent, or for paying any public relations firm 
or agent. / ^ ' ' 

V 

The policy and restrictions set out in this Section shall not be interpreted 
to prevent the head of any agency of the State, when he deems it necessary or 
desirable in- the public interest, to issue through any of sjjch agenc;y's officials 
or employees any statement or information respecting the work, legal responsi- 
% bilities, or activities of such agency. Such statement shall be issued, or such 
•informatjLon imparted, in the name of the agency of thfe State but shall be issued 
undeT^or have attached thereto ^he name of the official or employee authorized 
tp issue the same. * * 

It is also provided that any agency of higher education may continue to 
maintain and operate a news and infqraation service for the benefit of -the 
publijC V7hich has been specifically authorized and approved by the governing 
board of such agency of higher education. 

c. Restriction . on Executive Typewriters , None of the moneys appro- 
priated herein may be expended for the purchase or rental of executive and/or 
proportional spacing typewriters, unless the h^j^ of the department makes an 
affidavit attached to the requisition for the. purchase that the use of such 
typev/riter shall be more economical than purchasing printed matter and such 
typewriter shall be in continuous use for at least six (6) hours a day. 

d. Rented Machines and Equipment . None pf the moneys appropriated 
shall be used fbr the rental of any equipment which exceeds a rental cost of 
$l-,000 per year (except for data processing equipment) without having the prior 
written approval of the Governor. Such approval shall be required before the 
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request is processed by the Board of. Control, and the State Comptroller or any-, 
local disbursing officer shall not issue warrants or checks in pajmient of equip- 
ment rentals j/ithout such prior approval. None of the moneys appropriated by* . 
•this Act shall be paid to any seller who delivers any .used or rented equipment 
in fulfillment of an, order for new equipment, even though sarid equipment has 
been used by the agency placing the order. 

It is further provided that none of the moneys appropriated may be ex- 
pqpd^d for the purchase or rental of electronic tabulating' or data processing 
equipment without the advance \^^citten approval of the Governor therefor. It 
is the expressed intent- of the Legislature that existing tabulating and data 
processing installations of the State Government shall be efficiently utilized 
through interagency agreements with State departments and agencies needing such 
services, prior to the expenditure of public funds for .separate and additional 
installations of such equipment . 

e. EmbSsWd or Engraved Printing. None of tiJe moneys appropriated 
shall be used for the purchase of^embossed or engraved printing and stationery, 
except, for the offices of the Governor, Lieutenant Governor, Speaker of th^ 
House, fQ-B Members of the Legislature, Attorney General, Secretary of State, 
and for degrees or diplomas awarded by agencies of higher education. 

f . Purchases of Postage . None of the moneys appropriated shall be 
expended for postage stamps or post office box tent except on ^rouchers made 
payable to a United States Post Office, and the warrant or check shall be en- ' 
dorsed by the Postmaster from whom the purchase is made^ 

If the expenditures for postage by any agency, other than the Legislatujre 
or an sfgency of higher education^ exceed Twenty-Five Hundted Dollars ($2500) 
for the fiscal year, such agency ^shall install a postage meter machine and kave 
^11 purchases of postage recorded on that postage meter machine, excepting pur- 
chases of stamps for field offices or traveling employees. The installation 
cost and rental of the postage meter machine shall be paid from appropriations 
itemized in this Act for general operating, current, or recurring operatiijg ex- 
pense, other operating, maintenance*, miscellaneous, or contingent expenses* 

g. Police Equipment . None of the funds herein appropriated may be 
used for the purchase, rental or contra^ctiial agreement for any type of elec- 
tronic, mechanical or other interception devices used for the purpose of over- 
hearing or recording oral conversation made in private or conversation made by 
wire without prior approval of the Governor. 

ho Unlisted Telephone Numbers ^ Prohibited . None of the funds appro- 
priated £3hall be expended by any State agency, official or employee thereof, 
for the payment of rental or toll charges on telephones for which humbers are 
not liGted or available^ from "Infoxrmation Operator" at telephone exchanges. 

° i. Recruitment of Students o Appropriations herein made and. authori- 
zed from the General Revenue Fund or from local institutional funds may be ex- 
pend4ji't f or travel expenses incurred witfhin the boundaries of the State of. Texas 
for "th^-fjurpose of direct recruitment of students. Within sixty (60) days after 
the beginning of each semester each institution named in this Article shall 
file with the Governor ' s "Of f ice, -the Legislative Budget Board and the State 
Auditor a report shovying.the amount of funds expended and the locations visited 
by each individual during the previous semester or summer session for the pur- 
pose of recruiting students. 13^ 
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j*. President's Howes , . No fuhds* approprij<:ted mav be used foi: the ] 
purpose of cons trut ting a honie for a president of ^ny of the general academic 
teaching institutions named herein, without obtaining tne appcoval of the 
Governor prior to obligating*any funds for this^ pui^pose; provided, however, 
that copies of such requests for the Governor's ap|iraval, and notice of the 
Governor's action on such requests, shall b'e filed with the Legislative Bud- 
get Board. 

Q ■ • ■ 

* 

k. Television Stations Prohibited . None of the moneys appropriated 
may be expended for the Acquisition, construction or operation of television 
transmitter stations; provided, however, this prohiljition shall not be con- 
strued so as to prevent the medical schools, dental school, general academic 
institutions or other agencies of highed education ijibmed in this Article from 
using closed-circuit television for puriely"^ instructional purposes, or to pre- 
vent general academic teaching institutions with existing transmitter stations 
to use same for educational purposes, or to prevent tihe continuance- of operating 
arrangements -i^ith existing transmitter stations for purely educational purposes. 

1 . Use of Educational and General Funds for Alumni Activities Pro- 
hibited ;^ None of -the funds appropriated may be experr^fled by State agencies of 
highei;;;.) Education for the support or maintenance of alumni organizations or 
activi tulles. 

# 

m. Absence^ From The State . None of the moneys appropriated may be ^ 
^xpended for' the salary of any officer or employee whd; is absent from the State 
and not op official State business for more than 30 days during any single fis- 
cal year. - . 

n. Use of Alco^iblic Beverages ^ None of the tijpneys appropriated shall 
be used for the payment of salaries to any employee who uses alcoholic beverages 
while on active duty. 'None of the funds appropriated under this Act for travel 
expenses may be expended for alcoholic beverages. 

o. Insurance . It is the in^tent of the Legislature that Texas insti*- 
tutions of higher education spend no £hnds, either appropriated or unappropriated 
for the purpose o'f purchasing insurance coveting claims arising under the^Texas 
Tort Claims Act. 

p. Prohibition Against Additional Museums . None of the moneys appro- 
priated, except bequests and gifts, shall be used for establishing additional 
museums or for the maintenance and operation of museums unless^ the language of 
this Act or of other acts and resolutions of the Legislature specifically auth- 
orizes such use of Appropriated funds. 
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;i q. Vocational Teacher Training * Programs of vocational teacher train- 
ing shall' be operated in accordance with planB 'approved by the "State Board for 
Vocational Education, Expenditures under sueh approved plans shall be subject 
to the same laws and legal prec,edents that apply to other expenditiires of public 
moneys, 4hd the Comptroller of Public Accounts is prohib.ited from^paying claims 
which do not meet the restrictions, above . No funds appropriated to the State* 
Agencies of higher education shall be expended for the supervision of, or giving 
on-the-job training to, vocational teachers employed by local sohool boards. The 
State Board of Education may enter int^ agreement with the governing boards of 
the general- acadeqiic teaching institutions having vocational teacher training 
departments, authorizing such institutions to utilize the public schools in pro- 
viding practice teacher training for college undergraduate vocational students. 

r. Athletic Departments . The governing boards of the respective In- 
stitutions of higher education shall make such necessary rules and adjustments 
as .may be deemed advl^sable for the marPagement arid operation of such departments; 
however, no funds under control' of an athletic department may be used to pur- 
chase alcohc5^ic beverages. « , 
* 

. ^ s. Moving Expenses . Departments and agencies in Articles I through 

IV are authorized to pay casts of transporting and delivering only in State- 
owned equipment the household goods and effects of employees transferred by the 
named departments from one permanent station to another, when* in the judgment 
of the department, the best interest of the State will be served by such trans- 
fer* * " * 

It is further provided that, in the event State.-owned equipmen*t is not a- 
vailable, and to avoid imposing the hardship of an employee working in one lo- 
cation while his family and personal belongings ar& located elsewhere, the above 
authority may be extended to include the use pf a commercial transportation com- 
pany for the moving of the employees' household goods and other personal effects 
Such State agencies may not utilize State funds for such purposes except upon . 
presentation by the officer or employee of a bona fide receipt of pa3n:nent for 
services rendered from a^ commercial transportation company. 

State agencies using funds appropriated in this Act to move the household 
goods or persronal effects of^officials or employees transfetred by official 
order to new permanent duty stations at State expense, shati file b report of 
such moves with the Lejgislative Budget Board by November 1 o£ the fiscal year. 
Such report is to cover the preceding fiscal. year and includW the number of 
such official transfers made, the employees' names and position titles, dis- 
tances involved, a,nd the detail of all expenditures for such transfers. It is 
specifically provided that the authority granted by this section shall not ex- 
tend to n(*w, emp loyees . 

t. Passenger Veliicles o (1) None of the moneys appropriated in this 
Act may be expended for the purchase,- maintenance or operation of a passenger 
car or of airplanes' designed for passenger transportation unless authority to 
do so is stated by- the language of this Act. (Where an agency has authority 
to operate aircraft such agency shall file a report vjith the Legislative Bud- 
get Board on or before the close' of each fiscal year setting out the follovjing: 
aircraft description, date purchased or leased^ cost, hours fio\^m, number of 
flights, number of passengers and^ operating costs.) » ^ 

(2) Only the following pas'senger-carrying vehicles are exempt 
from the restrictions on purchase,- maintenance, and operation specified in 
this Section: panel, pickup and delivery trucks and trucks required for the 
conveyance of special equipment; motorcycle delivery unit?; dual-control auto- 
mobileg^sed exclusively for driver training; passenger- cfars equipped with t^wo- 
v/ay radios, motorcycles, jeeps, and boats needed and used for fire prevention, 
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fire fighting and ofh^r activities for safeguarding public safety^, labile 
property, or for criminal law enforcement; ambulances or other passenger ve- 
hicles specifically equipped and regularly usqd for ambulance setvjPces; buses 
ajad station wagons regularly -used for the mass transportation of numbers of 
people and essential to the efficient, management of the operating agency of 
the State. ' , ^ . • 

(3) An Agency purchasing or operating passenger-Carrying ve- 
hicleri under the provisions of this Section shall .file with the Coinptrolle'r 
by September 15 of each fiscal year, a list itemizing i^e pas8eriger-}carrying 
vehicles to be maintained and operated*. The list also shall be-atnended and 
corrected by such agency from time to time as the identity of piissenger cars^'^ 
being maintained and Operated within the prescribed limitation changes ddring . 
the year, and none of the funds appropriated by this Act shall be available to 
auch agency for ekpenditure unless and until this restriction has' been complied 
with, • y " ^ . 

(4) In those instances'^^here the language of tftis Act authorizes 
the 'puVchase of ^ passenger ears , none of the appropriated funds so .Authorized 
shall be expanded for the purchases of a passenger ''car having a wheelbase in 
excess of one hundred and nineteen (119) inches ;^ provided, "however, tfSi^ if 
passenger taus of longer wheel basfe are offered at lower prices,' the Biard of / 
^Jontrol may |)urchase s^me. • - ' . ^ ll ^ 

u. Political Aid and Legislative Inf luenoe Prohibited . None of^ the 
moneys appropriated by Articles I, II, III, and IV^f this Act, regardless of* 
their source or character, shall be used for influencinj^ the outcome of any 
election, or the passage or defeat of any legislative measure. This prohibi- 
tion, however, shall not be construed to prevent any official or employee of 
the State from furpishing to any Membep^of the Legislature, or to any other/ 
Statfe official or employee or to, an^ citizen, any -information* or facts perti- 
nent to, the official duties and responsibilities of the Stsite agency he repre- 
sents. At 

V ^ ' ... ^ ■ ■" ' 

None of the fundg^ appropriated in this Act shall be expended in payment of 
the full;ftr partial salary of any State employee Who is ^j-so the paid lobbyist 
of any individual, firm, association or corporation. \ . 

* ' ■>,*'' 

No employee of any "State agency shall use any State-owned automobile except 
on official business of the State, and such employees are exjpressly prohibited 
from using such automobile in connection with any political campaign or any 
recreational activity.*" * , ' * 
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None of the moneys appropriated by this Act shall be .pai^ to any official ' 
*or etnpjoyee^hg violate any of the provisions of this Section. ^ 

The head or heads of eacfi agency of the. State shall furnish eac'Pi employee 
of such agency with a^copy of the three (3) paragraphs immediately preceding 
this one, and shall take a receipt therei^or from eac^* employee. ' The preceding 
sentence shall not be construed^ to mean th^t new receipts are to be obtained ' 
each year from continuing employees who have previously receipted for copies of 
identical provisions--prohibiting political aid and legislativef influence. The 
receipts shall be kept accessible for public inspection. The failure of a 
.head of any agency of the State to comply with this ^paragraph constitutes mal- 
feasance in office, and upon judgment so adjudicating such agency^ead shall be 
removed^ from office. - ^ 

Court Representation of the State . Except as otherwise provided 
by^the .Constitution or general or special statutes, the Attorney General, shall 
have the p-rimary duty of representing the Stdte of Texas in the trial of civil 
cases, ^and rtone of the funds appropriated in this Act may be ©depended by any 
agency of »the State Government to initiate a law suit or defen'd itself against 
any legal action unless such agency. is represented in that particular action by ^ 
t][ie Attorney General or a member ^f his staff. Where the Attorney General, 
District Attorney, Criminal District Attorney, County Attorney, or other lawyer 
is r^equired by constitutional or statutory provision to represent a State agency. 
State official. State boardjor State department , no compensation shall -be paid 
from any appropriation made in this Act to any other attorney for representing 
the 'State of Texas in the trial* of a civil law suit except in those cases where 
the Attorney General, District At;tQrney, Criminal District Attorne^y, County 
Attorney or other lawyer, as the case may<,be, has requested that the attorney or 
attorneys employed by the particular State agency. State ^ficial. State depart- 
ment or State board, assist with the trial of the particular law suit. This 
provision shall not, however j restrict a State agenty. State official. State 
department or State board in the investigation and assembling of evidence in 
connection with k pending or prospective ciyil suit. Further, this provision 
shall not prohibit the foregoing State of ficials State agencies. State board 
or State departments and their employees from investigating, filing or pre- 
senting -H^c^im, owing ^ the State of Texas, when such claim is filed with or 
pres^ented^o an\ individual, association, corporation, guardian, administrator, 
executor, recewer, trustee, legal representative, or probate. court • ^ 
- ■ ■ . ^ 

This provision was not intended and shall not restrict the^Attorney Gen- 
eral from employing special assistants to assist in the trial of civil suits 
to be paid from the appropriations therefor made to the Attorney General's 
Office. . . ^ 

•> 

Outside Legal Counsel . Prior to expenditure o£ funds for retain- 
ing outside legal Counsel, agencies and departments covered by this Act shall 
request the. Attorney General to perform such services « If the Attorney General 
cannot provide such services, he shall so certify to the requesting agency who 
may then utilize appropriated funds to retain outside counsel, * 

X. Prison- Produced GobdS o In order that all State agencies and in- \ 
^titutions covered by l^is Act fully utilize fund^ herein appropriated, it is 
th^ intent of the Legislature that s'lTch ^agencies and institutions, shall pur- 
chase goods produced^by the Texas Prison System when such goods are 'equal to 
or lower in price than good's of a comparable quality when purchased on the 
open market'. ' .« ' * 
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13, Payments For Injuties , Pursuant to Chapter 377, Acts, 1959, Fifty-, 
sixth Legislature, Regular Session (codified as Article 6822a), appropriations 
made in this Act for consumable supplies and materials, current and recurring 
operating expense, general operating ekpenses, other operating expenses, or 
general institutional, expense, may also J^e expended for paying necessary drug, ' 
medical, hospital and laboratory expenses for the care and tre.atment of any • 
State employee injured while perfo^ffiing the duties of any hazardous position 
to whicsh he is assigned by his State employment. For the purposes of this Sec- 
tion, "hazardous position^' shall mean one for which the regular and normal duties 
inherently involve the risk oj: peril of bodily injury or harm. 

The expenditure of any appropriation for the' purposes authorized by this 
Section shall have the approval of the. Governor , shall be made only to the 
vendors of necessary drugs, medical, hospital or laboratory/ser^ces, and shall' 
not' exceed the amounts appropriated for the purposes stipulated in the preced- 
ing paragraphs nor result in jeopardizing the financing of the regular func- 
tipns or services of the respective State agency. 

Requests for payment must be accompanied by a st/tement from the vendor, in- 
dicating the amount paid by insurance and the balance due. In the event of no 
insurance payment, the request must be accompanied by a -statement, signed by the 
employee or next pi kin, to the effect there was no insurance in effect at the 
time of the injury. Request for payment shall not constitute admission of li- 
ability ofU:he State, the agency, or any employee. V 

. Where a State employee hds received benejfits through payments by the State 
pursuant to this Section, and Vlso has received other liability benefits as a 
consequence of the same injury, such employee shall pay to the State Treasury 
all sums received or paid in his behalf as damages, for medical and hospital 
bills, up to but not in excess of the amounts of any such payments made by the 
State, . No agency of this State which makes payments pursuant to this Section 
shall pr^ent the name of any employee who has failed to comply with this para- 
graph to the State Comptroller for the issuanc^:Df any Treasury wari;,ant payable, 
to . such an emp loyee , ( ^ 

The provisions of this Section shall not apply to any agency of- the State 
authorized to provide workmen's compen^tiqn insurance for its employees. 

^ SECTION 6. CONSTRUCTION ''ftOJECTS 

All requests for construction projects'shall be cleared through the Vice 
President for Business Affairs for approval by the President and the Board of 
Regents. 
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SECTION 7. CONTRACTS -ARCHITECTS 

. Construction Projects * All contracts for construction projects 

are to be made In accordance with standard procedures and must be cleared 
through the Vice President for Business Affairs to the President , and then the 
Board of Regents. ' 

r 

2* ' Other Contracts , Contracts for supplies, • equipment, or services for 
which an appropriation has been approved .by the Board of Regents shall be 
signed by the Vice President for Business Affairs- Contracts of a continuing 
nature with the U. S. Government shall be signed by the Vice President for 
Business Affairs. All other contracts shall be prQcessed in th^ same manner 
as construction contracts. 

3. Building Construction , Prior to the allocation, expendituije or en- 
cumbrance of dny funds appropriated by this Act, Including -funds provided 
through tffticle VI?, Sections 17 and 18, of the State Constitution, for in- 
dividual building' construction projects costing in excess of twenty-five 
thousand dollars ($25,D00), other than classrooms, library and laboratory 
building projects. Notice of Intent shall be filed with the' Legislative Bud- 
get Board and the Governor's Division of Operatlohs Analysis. 

4. Architectural Fees . Architectfural fees paid from funds appropriated 
in this Act shall be governed by the schedule and provisions as outlined in 
H.B. 139, 63rd Legg.slature, Regular Session, 1973, 

SECTIONS. DISBURSEMENTS 

1". How Made . Disbursements of all funds shall be made only on vouchers 
after the budg^ head* has slgped for goods or services received. 

2. Unauthorized , ■ Unlver^ty funds shall not be used to pay fees for 
individual memberships in scientific orother societies nor to pay subscrip- 
tions to pupfesslonal magazines for individuals. 

3. Refunds of Deposits . ' Any money deposited into the State^reasury 
which is subject to* refund as provided by law shall be refunded from the fund 
into which such money was deposited, and so much as is necessary for s^ld re- 
funds is hereby appropriated. ^ 

SECTION 9. VOUCHERS 

How Prepared . Voucher foftos will be supplied %o all vendors when 
orders are placed through t;he State Board of Control. Vendors will complete 
these forms, executfe the affidavit on the original, and send said purchase 
vouchers to the Business Office. In all events, the vendor shall place his 
name in the affidavit' and 'some authorized employee shall , sign for the vendor. 
Upon receipt of the merchandise the budget head will execute a^ receiving, re- 
port indicating the quantity received, its condition, and its acceptability 
. as to specifications. After he 'has signed the receiving report and has sub- 
mitted it to the Business Office, a careful check-^11 be made against the 
originall purchase order to see if the invoice or purchase voucher and receiv- 
ing report conform to all specifications, correctness of prices and extensions, 
and discounts. An authorized employee in the Business Office will approve the.^^^ 
/ purchase voucher for pajniient and file it along with the purchase requisition 

and purchase order as support for pa3mient- 
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The Business Office will complete the purchase vou<Jher showing the voucher 
number, date of voucher j number and na^ne of account toJ)e charged, object clas- 
sification of expenditure, and^the appropriate fund from which the expenditure 
is to be made. 

* . ■ 

Special local fund vouchers wiU be prepared covering invoices received 
on local purchase orders. The same, procedure will be made of local vouchers 
as^ stated above. 

Both .§tate and local vouchers will be audited and'^signed by the Vice Presi- 
dent for Business Affairs, the Auditor, or the Chief Accountant of the University, 
The original and one copy of the State voupher will then be sent to the State 
Board of Control where they will be checked against the purchase order and final- 
ly sent ^to the State Comptroller for issuance of aiwarrant. The warrants will 
then be returned to the University where they will be recorded and mailed to 
the vendor. ^ \ 

2. Local Fund Vouchers . Local tund* vouchers will be processed in the 
same manner, but they will not be sent to the State Board of Control. A local 
check will be issjAd by the Busin-ess Office to the vendor. 

SECTION 10. SALES • , 

1. Surplus Products and Equipment . No surplus products or obsolete equip- 
ment with an inventory value in excess of $2,000.00 shall be sold without the 
advance approval of the Board of Regents, and all such sales of any item with 
an inventory value of $2,000.00 or less shail be approved in advance by the Vice 
President for Business Affairs, all sales shall be for cash or its bankable 
equivalent. ^ . 

Receipts to any agency of the State Government specified in this Act which 
are received from the sale of surplus property, equipment, live-stock, commodities 
or salvage pursuarft to the provisions of Senate Bill No. 190, Chapter ~4l4. Acts, 
Fifty-fifth Legislature, Regular Session, 1957,. as amended, are hereby appro- 
priated to such State agency for expenditure during J:he fiscal year in which 
such receipts are deceived- Receipts from such surplus and salvage sales are 
to be credited to the appropriation item from which like property, equipment, 
livestock, or commodities would be purchased. 
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2» Use of Cash Registers . Whenever the volume of cash sales justifies 
the use of a cash register, only registers with recording tapes, equipped to 
issue numbered sales tickets showing the amount of the sales will be used rUrf- 
less otherwise authorized by the Auditor. When recording tapes are used the ^ 
*tape must accompany the departmental deposit of the funds in the Business Of- 
fice, When recording tapes are not used, or with the approval of the Auditor 
are retained by the (department concerned, a summary of the cash register trans- 
fitction approved as to form by the Auditor thust be attached to the deposit made 
in the Business Office. 

3. Ca^h Sales Receipts . Departments not using cash registers will use 
cash sales receipts issued in triplicate. The original receipt is issued to 
the Purchaser iSy the employee making the sale at the time of the sale, 'the 
duplicate will. be used to reoord the transaction and the triplicate will be 
kept in numerical file. 

/ 

4. Admission Tickets . All admission tickets will be prenumbered serially. 
It shall, be the responsibili^ty of the Chairman of any department sponsoring an 
activity to account for all tickets availab le to him and to account for all cash 
received from the sale of tickets. All tickets for athletic events are to be 
approved as to form by the Auditor and are to be ^urchaj^ed for delivery to the 
Business Office; A^l proceeds from the sale of admission tickets must be de- 
posited in the Business Office. ' ^ . * 

5. Charge Sales . The laws of Texas do not authorize credit sales; therer 
fore, no charge sales Will be made. . ^ • 

6. Charges Against . Student for Loss or Damage . All c|:iarges against students 
for loss and damages must:' be billed* in detail and tiifned in to the Business Office 
on"t^ twenty-fifth of eacl;^ month, or immediately preceding the end of a given 

.semester. Supplies uprmally tised by a student and not in excess of those re- 
quired by the average student inJ»the class will not be ^chargeci 'to the student. 

7. Reimbursements and Payments . Any reimbursements received by an agency 
of the State for authorized services rendered to any other agency of the State 
Government, and any payments to an agency of the State Government made in set- 
tlement of a claim for damages, are hereby appropriated to the agency of the 

cState receiving such reimbursements and payments for use duritig the fiscal year 
J.n which they are received. . • • 

♦ 

The reimbursements ' and payments received shall be credited by the Comp- 
troller to the agency's^ current appropriation items or accounts from which the 
expenditures of like character were originally made^^ or in the case of damage 
settlements to the appropria^tion items or accounts from'which repairs or're- 
placements are made; provided, however, that any refund of less than Fifty dollars 
($50) to an institution of higher education for postage, telephone service, re- 
turned books and materials, cylinder and container deposits, insurance premium^ 
and like items, shall be deposited to the current fund account of the ir^ti- 
tution In the State Treasury and such funds ar^ hereby reappropriated. 

8. Sales o^ Lists . The proceeds of all sales of lis"w which*are prepared 
by State agencies for which appropriations are made in this Act shall be d,e- 
posited to the credit ofTlie appropriation item out of whic?h the costs of prep- 
aration are made. 

9. Vending Machines Authorized * Except in those areas which are now^ 
served by vendors operating under supervision of the Blind Commission, vending 
machines may be placed on State-owned property. or in State-owned buildings only 
with the approval of the governing boards or commissions and such approval shall 
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be recorded in§the minutes of the body. A copy of the contract shall be filed 
with the State Board of Control showing the location within the agency and the 
terms of the c9ntract. Proceeds, net revenue, rentals or commissions ^received 
shall be accounted for 'as State revenue and,' the amount so collected is herelby 
appropriated to the institution, board, commission or agency for use as^ directed, 
by th^ board or commission authorizing the installation- Vending machines lo- 
cated in areas or buildirtgsr now being serviced by Vendors under the supervision 
of the Blind Commission iflust be operated under a joint contract with the' machine 
owners and the vendors operating under the supervision of the Blind Commission. 

Vending machines may be placed on the Campus only \(iith the approval of the 
Vice President for Business Affairs. Vending machines as used here include all 
devices into which a coin is inserted to receive goods or services. 

10. Pax Station Telephones Authorized , Pay station telephones may be lo- 
cated in State-owned buildings or on State-owned land only with the approval of 
the governing board and the net proceeds shall be collected and accounted for 
as State revenue and the amount so collected is hereby appropriated for use by 
the agency as determined by the governing board. 

SECTION 11. INVENTORY 

^ 1. Untverslty Property . Each department chairman shall be responsible 
through authorized channels for all University property under his control. An 
actual physical inventory must be taken of all such properties during each 
fiscal year on forms supplied by the Purchasing Agent. 

^ 2. When Due. The Purchasing Agent will set the date when each department 
must complete its inventory. 

3. Deletion of Property from Inventory. When a department wishes, to de- 
lete property from the inventory, written request must be made to the Purchasing 
Agent who will in turn file a reque'st to delete the property with the State 
Auditor.^ ' ' • . 

^* Interdepartjlhental Transfers . In case of transfer of property from one 
department to another, the Purchasing Agent has' full authority to approve or 
disapprove such requests. Temporary lending .between departments of the Universi- 
ty mus4: be recorded and accounted for by the dSpartthent with whom the item is 
carried on official inventory. 

5. Reporting L6st, Stolen or Damaged Property , The department heads re^ 
sponsible for State property must notify the University Police Department in 
case of any lost, or stolen property, or property damaged by negligence. This 
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N^otif ication should be irnmediate upon discovery of such loss or damage. ■ The . 
loss shall then be reported in wr^ing to the Office of the Vice President for ' 
Businfess Affairs* This notice should include a description oF the item, ipi- 
ventory number when applicable, and any knovm circumstances with regard to the 
loss or damage. The Vice President for Business Affairs will make the required 
ref>orts to the State Auditorjs Office. After all avenues of recovery have been 
exhausted, a request for deletion from the inventory will be made, ^he Vice 
President for Business Affairs shall be responsible for enforcement of the 
State's claim in. cases where the State Auditors request such reimbursement. 
All en^ployees should become familiar with House Bill 753, 52nd Legislature, 
Regular Session, Accounting and Responsibility for Use of State Property. 

■^^ ACCOUNTING AND RESPONSIBILITY FOR USE OF STATE PROPERTY 

HOUSE BILL NO. 753 
52ND LEGISLATURE, REGULAR SESSION 

AN ACT providing icor the accounting and responsibility for and use of State 
-property possessed by State Departments, agencies, boards and insttumenta liti.es; 
jand dec^ring an emergency. 

BE IT ENAC*rED BY THE LEGISLATURE OF Tlffi STATE OF TEXAS: 

Section L Legislative Finding and Purpose . Ttt^ Legis lature finds thatf' the 
State has a very substantial investment in real and personal property and that 
a substantial portion of the annual income of the State is spent to acquire 
property for State purposes and to maintain State property. *The purpose of 
this Act is to establish a system for the orderly accounting for State property, 
to establish responsibility for the maintenance and care of State property and 
to prescribe the method of fixing pecuniarly liability for the misuse of State 
property by officials and ^mp^oyees. The principles embodied in this Act are 
now found in the common law and statutes of this. State; this Act restates those 
principles and prescribes the implementing procedures. The State has a real 
irJl5)^reat in its property and is entitlecj to having it managed and used in a 
sdurkl and business-like manner so that the jnaximum benefits may be obtained 
from it and the State's investment therein protected. 

Section 2. . Definitions . , The provisions of Articles^ 10, 11, 12, 14, 22, 
and 23, Revised Civil Statutes of Texas, 1925, and Acts, Fiftieth Legislature, 
1947, Chapter 359, on the interpretation of atatutes shall apply specifitally 
to this Act.-, In .addition tro^hese standard definitions, in this Act, unless 
the context otherwise requires^ ^ 

(a) '^Agency*' shall include any State department, agency, board or other 
instrumentality, whether it is financed in v/hole or part^^by funds appropriated 
by the Legislature or not: but shall not include local political subdivisions 
of the State, such as counties, citie-s^ to\\ms, school districts, flood control 
districts, irrigation districts, and the lilce. 

(b) ^'Agency head'' shall mean the full-time State elected or appointed 
official or officials who administer the agency or the executive who has been 
appointed to administer the agency* of a part-time State elected or appointed^ 
official or officials. ^ \ 

Section 3.. Property Accounting . All real and pelrsonal property belong- 
ing to the State shall ,be accounted for by the head of the agency v/hich has 
possession of the property, 

(a) The Comptroller of Public Accounts shall administer the property 
accounting system established by this Act, The State Auditor shall administer 
the property responsibility system established by this Act. The Comptroller 
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shall Issue such rules and regulations and manual of instruction and prescribe 
such records, and forms as.hQ deems necessary^ to accomplish the objects of this 
Act subject to the approval of the State Auditor. The State Aiiditor is directed 
to 'cooperate with the Comptroller iq the exercise of the Comptroller *s rule- 
making powers herein granted by giving technical assistance and advice, 

(b) The Comptrolli^r^shall maintain a complete and accurate set of cen- 
tralized records of Stafte property. However, where the Comptraller finds that 
an agency ha6 demonstrated its ability and competence to maintain complete and 
accurate detailed records .of the property it possesses withoutblie detailed 
supervision of the Comptroller, the Comptroller may direct that the detailed 
records be kept , at the principal office of such^ agency. Where the Comptroller * 
issues such order, the Comptroller shall keep only summary records 9f the pro- 
perty of such agency and the agency shall keep sucb detailed records as the 
Comptroller directs and furnish the Comptroller with such reports as such times 
as t*he Comptroller directs. 

. (c) Each agency head shall cause each item of State property possessed by 
his, agency to *be marked so as to identify it. The agency head shall follow the 
ins^tructions issued by the Comptroller . in marking State property. 

Section 4. Agencies and Property Sub ject to Control . 

(a) "All State agencies shall comply with the provisions of this- Act and 
shall keep the property records required by the Act. 

(b) All real property o\7ned by the S^tate shall be accounted for by the 
agency xijhich possesses the property. However, the real property administered . 
by the General Land Office shall be accounted for by that office and not by 
ehe system prescribed in this Act, and the real property administered by the 
permanent funds established by the Legislature and people shall be accounted 
for by the agency nbw charged with its administrations and not by the System 
prescribed in this Act- ' 

(c) All personal property o\<med by the State shall be accounted for by 
the agency which possesses the property. The Comptroller shall by regulation 
define what is meant by personal property for the purpose of this Act, but 
such definition shall not include nonconsumable persona,l property having a 
value of Fifty Dollars ($50), or less per unit. In promulgating such regula- 
tions, the Comptroller shall take into account the value of the property, its 
expected useful life, and the cost of record keeping should bear a reasonable 
relationship to the cost of the property upon which records are kept. The 
Comptroller shal 1 -consult with the State Auditor in making such regulations 
and the Auditor shall cooperate with the Comptroller in the exercise of this 
rule making {Sower by giving technical assistance and advice. 
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Section 5. Property Responsibility , Each' agency head is responsible for 
the proper custody, care, maintenance, and safekeeping of the, State property 
possessed by his agency, * 

' (a) Each agency head shall designate either himself or one of his^employees 
as property manager. The Comptroller sj^ll be informed in writing by the agency 
head of the name of the property manager and shall be informed of any changes. 
Where tjie Comptroller finds that convenience and efficiency will be served, he 
may permit more than one property manager, to be appointed by the agency head/. 



(b) The property manager shall maintain the required records on all pro- 
perty possessed by the agency and shall b£ the custodian of all such property. 

(c) No person shall entrust State property to any State official or em- 
ployee or to anyone else to be used for other than State purposes. 

(d) When an agency's property is entrust^ed to some person other than the 
property manager, the property manager shall require a written receipt for such 
property executed by the pferson receiving custody of the property. When the 
possession of property o^ one. agency is entrusted to another agency on loan, 
such transfer shall be done only when authorized in writing by the agency head 
who is lending such property and the written receipt shall be executed by the 
agency head who is borrowing such property. The property manager is relieved 
of the responsibility for a property which is the subject of such a receipt. . 

(e) Each agency shall make a complete physical inventory of all property , 
in its possession once a year. ' The inventory shall be taken on 'the date pre- 
scribed for the agency by the Comptroller, 

(f) The agency head shall forward a signed statement describing the method 
by which the inventory was verified, along with a copy of such inventory within 
forty- five (45) days after the inventory date for the agency. 

(g) The Comptroller shall supervise the property accounting records of 
each agency so that the records accurately, reflect the property currently • 
possessed by the agency. The Comptroller shall prescribe the methods whereby 
items of property are deleted from the property records of the agency. Pro- 
perty that is deleted because it has become surplus and has been disposed of 
under the laws relating thereto administered' by the Board of Control shall be 
deleted only upon authorization of the Board of Control. Property that is 
deleted from the agency records for other reasons, including obsolescence^, 
shall be de^ie^^ only upon authorization of the State Auditor. • ^ 

Section 6. ^^^tarvsfer jof Property to Incoming Agency Head . WheA there is 
a change in agency heads or property managers, the incoming agency head or 
property manager shall execute a receipt for all agency property accounted for 
to the outgoing agency head or property manager. A copy of such receipt shall 
be delivered to the Comptroller, to the State Auditor and to the outgoing 
agency head or property manager. No further warrants in favor of the outgoing 
agency head or property manager shall be dravjn or paid until the State Auditor 
has certified that the agency property has been properly accounted for. The 
State Auditor may make this certification vjithout requiring that a physical 
inventory be taken, 

Section 7. Pecuniary Liability , ^Where agency property* disappears , whether 
through theft or other cause, as a* result of the failure of the agency head, 
property manager or agency employee entrusted with the property in writing to 
exercise reasonable care for its safekeeping, such person shall be pecuniarily 
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liable to the State for the loss thus sustained by the State. Where agen^ 
property 'deteriorates as a result of the failure of the agency head, property 
manager or age|cy employee entrusted with the property in writing to exercise 
reasonable care to maintain and service the property, such .person shall be 
pecuniarily liable to the State for the loss thus sustained by the State. 
'Where agency property is damaged or destroyed as a result of an intentional 
wrongfu#l act or of a negligent act of any State official or employee, such 
person shall be pecuniarily liable to the State for the loss thus sustained 
by the State. The liability prescribed by this section may be found to attach 
to more than one person in a particular instance; in such cases,, the liability 
shall be joint and several. » 

Section 8. Reports - Investigation . When any State property has been lost 
destroyed or damaged through the negligence or fault of any St;ate official or 
employee, the agency head responsible for sucfi property under the provisions of 
this Act shall immediately report such loss, destruction, or damage to the State 
-Auditor. Upon learning in any manner of such property loss, destruction, or ' 
damage,, the State Auditor shall investigate thq matter. If the investigation 
discloses that an injury has been sustained by jjae State through the fault of 
a State official or employee, the State Auditor shall make written demand upori 
such State official or employee for teimj^ursement to the State for the loss" so 
sustained. . 

Section 9. Enforcement of State's Clato . In case the demand by the State 
Auditor, in accordance with this Act, for reimbursement for property loss, de- 
struction, or damage is refused or disregarded by the State official or employee 
upoTi .whom such demand is made, the State Auditor shall report the facts to the 
Attorney General. If^ after an investigation of the facts, the Attorney Gen- 
eral finds that l^gal liability may be adjudged against the State official or 
employee, he shall take such legal. action to recover the .monetary loss of the 
State property occasioned by the loss, damage or destruction as in his opinion 
may be deemed necessary. Venue for all such suits instituted against a State 
official or employee shall lie in the Courts of appropriate jurisdiction of 
Travis County. 

S'ection 10 „ Sanctions . When any agency fails to keep the records requi^d 
under the provisions of this Act or fails to take the annual physical inventory ,^ 
the Comptroller may refuse to draw any warrants on behalf of such agency. 

Section 11. Information Cop.y to State Employees . Each agency head shall 
distribute a copy of this Act to each official and employee of his agency and 
shall give a copy to each nev; employe^ of the agency. 

I 
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SECTION' 02/ USE OF UNIVERSITY PROPERTY 

, Non-Of f iclai Use Prohibited . University property shall be %sed only for 
official university business. No employee of the university shall use for his 
o^^ personal benefit or pleiasure any property of the university except books 
from the libra^ry and other such items of well established professional iise. No 
personal long distance call,s shall be charged to official telephones. The use 
of unfversi^ty owned motor vehicles in connection with any illegal or unauthori- 
zed activity in vjhich a university employee is interested and the use of such 
motor vehi(ifcles f or other than strictly of ficial business is prohibited by law , 
ire^ulation and policy. Property belonging to the universitj;^ cannot be loaned to 
, either university or non-university personnel * Each employee should become 
familiar v;ith House Bill No. 753, 52nd Legislature, State Property. 

SECTION 13.^ USE OF FACILITIES 

1. EducationaL ^ and General Facilities . Buildings and classrooms are pri- 
marily reserved for the use- of academics , administration and other operations 
of Midwestern University and secondat'ily for activities of Departmental and 

'Student Organizations-sponsored activitj^es. 

<Any Educational and General facility that is to bemused for any other pur- 
^pose or for revenue producing purposes must be approved by the Administrative 
Council, and the fee for use fixed by that Council. 

2. Auxiliary Enterprises . Auxiliary Enterprises^'faciliti^e's are constructed, 
equipped and operated as revenue producing, self-supporting activities. Th# 
rental and building use fees, and student activity fees provide for normal use of 
facilities for individual students and student organizations. ^ 

Other users Df Auxiliary facilit?ies will be assessed a rental charge after 
prior a'pproved by the Administrative Council. Such requests should be made to 
the University Center Director. * ^ 

3. Use of Midwestern Bus . Policy for use of the bus will be as follows: 

a. ' Driver--must be approved by the Physical Plant Director and must 

have a valid chauffeurs license in his possession. 

b. University bus restricted to official university business only. 
» c. Insurance- -Minimum coverage is to be: ^ 

(1) Bodily Injury Liability, $100,000 each person, $300,000 
each accident. 

(2) Property Damage Liability, $50,000. 

(3) Collision or upset $100 deductible. 

(4) Fire, lightning and transportation, Actual Cash Value. 

(5) Theft, Actual Cash Value. 

(6) Combined Additional Coverage, Actual Cash Value. 

e 

Insurance is to be kept in force by the Business Office. 
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d. Maintenance — To be performed by the Physical Plant,. Department unless 
otherwise approved ^ the Vice President ' for Business Affairs. Bus 

* is to be parked at the Physical Plant building at all times when not 

in use. Sufficient time must be provided between tfips to allow for 
reservicing. 

e. Coordinating for Use of Bus--The Director of Athletics must coordi- 
nate with the Physical Plant Director for use of tlie bus including 

' servicing and provisions for a driver* ^ 

f • Exceptions--Any exceptions to the above stated policy must be 
approved by the Administrative Council* 

4. Use of Midwestern 18-Passenger Station Wagon. Policy for use of the 
18~passenger station wagon will be as follows: 

a. Driver^ -Must have a valid operators license in his possession and 
' be a member of th^Faculty o.r Staff. 

b. Use — Restricted tp official university business only. For use by 
organized student groups representing Midwestern at off-campus 
functions. Athletic Department has fiorst priority provided their 
use of the station wagon is scheduled on the calendar by September 
15 of each*year. Reservations by other groups to be made on a 
"fir3t-cOme, first-serve" basis. Requests for use of station 
x^agon are to be made on requisitions to the Physical Planr Di~ 
rector *s Office through the Business Office. (The intent is to 
have the Business Office certify on the requisition that the re- 
questing group has sufficient budgeted funds to finance the mileage 
charge and for tlje .Physical Plant Department to maintain a calendar 
of reservations.) 

c. Insura^e- -Minimum coverage is to be: 

(1) Bodily Injury Liability, $100,000 each person, $300,00*0 each 
accident. . . ^ 

(2) Property Damage Liability, $50,000. 

'J 

(3) Collision or upset $100 deductible. 

(4) Fire, , lightning and transportation. Actual Cash Value. 
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(5) Theft/Actual Cash Value. ^ ^ „ , /. 

(6) Combined Additional Coverage, Actual Cash Value. 
Insurance^ is to be kept in force. by, the Business ^fice.* - • 

d. Maintenance- -To be performed by the Physical Plant Department, 
^ unless otherwise approved by the Vice President for Business 

^ Affairs, Station wagon is to be parked at the Physical Plant 

building at all times when not in use.- Sufficient time must be 
provided bet\>|^en trips to allow for reservicing*.-^ 

e. Mileage Charge--The using department ^s budget will be charged at 
Che rate of 15c per mile or $5., whichever is the greater amouni:. ' 

f. »Fuel and Oil--A Midwestern credit card will be signed out to the 1 
driver for purchases of fuel and oil ♦ All receipts must be turned 
in to the Physical Plant Director's Office with the credit card 
when the trip is completed.' 

g. Records--The Physical Plant Director's Office will maint^iin a 
calendar of trips scheduled. They will also maintain accurate 
records of fitiel and oil costs, and departmental charges which 
are to be turned in to the Business Office monthly. 

tik h. Cancfellations--to prevent excessive reservations of the station- ^ 

wagon, a $5. charge will be made for all cancellations. 

5. " Use of Midwestern 9-Passenger Station Wagon. Policy- for use of the 
97pas8enger station wagon v;ill be as follows:- ^ 



a. 



Driver--Must have a valid operators license in his possessipn and 
be a futf-time nnember of the Faculty or Staff* 



b. Use--To be used for out-of-city official Midwestern business travel 
only. To be used primarily by Intercollegiate Athletics and Phys- 
ical Education. 

A calendar Shall be kept by the Athletic Department of reservations 
for use. Reservations shall be made with the Athletic Director. 

c. Insurance- -Minimum coverage is to ^e: 

(1) Bodily Injury Liability, $100^000 each p^erson, $300,000 each 
accident* 

(2) Property Damage Liability, $50,000. ^ 

(3) Collision or upset-, $100 ded^ctiblp. ' 

(4) dqtiiprehensive, $50 deductijj'le. 

d. Maintenance- -To be performed by the Physical Plant Department un^- 
less otherwise approved by the Vice President for Business Affairs. 
Sufficient time mustj^fe allowed between trips for reservicing. The 

, cost q£ all repair parts *will be charged to the Athletic Department. 
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^ e. Mileage C}:iarge--The usfng department 's budget (other than thk Office 
of Intercollegiate Athletics) will be charged at the rate of lOc per 
inile or $5*00, whichever is the greater amount. Credit for all 
charges .will be given to the Office of Intercollegiate Athletics. 

7 f. Fuel and Qil--A Midwestern credit card will be .signed out to the 

driver for purchases of fuel and oil^ All receipts must be turned 
in to the Physical Plant Director's, Office with the credit card 
when the trip is completed** Invoices from the oil companies for 
credit card piyrchasefi" will, be charged to the Office of InjtercOlle- 
giate Athletics. - « ' 

g. Records--The Physical Plant , Director's OffjLce will maintain accurate 
records of fuel, oil^ and repair costs, and departmental charges 
I which are turned in to the Business Office tnbnthly. . ; . 

S^ICTION 14. TRAVEL REGUIATIONS . 

• /• " 

1 . General Travel Provisijbns ^ ' ' ' \ ^ 

a. The amounts specif icall^^ppropriated in this Act -to each agency of 
the State for the payment of travel e:4>enses are'*intended to be and shall be the 
maximum amounts to be expended by empioyeeis and officials of the respective • 
agencies. None of the moneys appropriated by this Act for traVfel expenses may 
be expended unless the official travel >and the reimbursement- claims therqfor 
are in compliance with the following conditions, limitations, and procedures. 

, b. "Designated fleadquarterjs , " as set out in Senate Bill No, 272, Fifty- 
sixth Legislature, shall be the area within the corporate 'limits of the city or 
town in which an employee is required to maintain his official headquarters* Afi 
a place not within the corporate limits of a city or town, his "designated head- 
quarters" means the area within a five-mile radius of the plabe at which he^is 
required to maintain ^is official headquarters. .J 

c. Heads of agencies shall plan the travel of all employees under their 
authority so as to achieve maximum ecpnomy and efficiency. Travel expenses may 
be reimbursed from the appropriations 'made in this Act only where flie purposes 
of travel performed are clearly foir the conduct of the State's official business 
and in consonance with the legal responsibilities of .the agency of the State 
represented • * / . * 

Travel expense accounts cannot be presented for paji^ent until after the 
month in which it is incurred has expired* \ 
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None of the funds appropriated in this Act shall be used ^for the reimburse- 
ment for travel expenses incurred unless there is such a description in the ex- 
pense account submitted to 'the Cottiptroller as .to identify persons or places 
<:ontacted anchor the nature- of the official business of the State performed 
properly witi^n the legal respofisibilities of the agency; but this .provision, 
shall not contravene specific statutes providing otherwise, 

JZ. Transportation Allowance , None of the moneys appropriated by this Act 
for travel expense may be expended to reimburse costs of transportation on 
Official business except in "compliance with the following conditions, limita- 
tions, and rules: / . 

a. The rate of scfch reimbursement for the employee's personally owned ^ 
automobiles shall be twelve (12) cents per-mile. No ad;3ritional expense inci- " 
dental to the operation of such automobile sfell be allowed. None , of the moneys 
apmropriated for travel expense for mileage within the State of Texas for use of 
personally owiied automobiles shalrl be expended unless the shortes.t route between 
points is used. This shall also include the use qf Farm- to-Market roads. • * C 

^The maximum reimbursement for out-of-state transportation for the 4ase of 
personally owned motor vehicles shall be that amount that the employee would have 
incurred had he taken the lowest available airline fare plus the per diem neces- 
sary to complete such f liglit. The determination of the allowance due owners of 
personally owned motor vehicles in compliance with this paragraph shall be as 
follows: (1) Per diem shall be determined by the use of an .air line scfiedule 
which would have sufficed for the performance of the official business o (2) 
Expenses of transpor ta tiot^o airfields from points where cottraiercial air 
transportation is not available shalT be allowed in addition to thfe cost of 
the lowest available airline fare. (3) When additional passengers are con- 
veyed In out-of-state trips in "personally owned motor vehicles, they. 'shall re- 
ceive as their ext>ens6s per diem based on motor vehicle travel time, < (4) ' 
Persons travelling to points riot served by ai*rlines shalT receive mileage and 
per diem based on actual miles traveled and other expenses as authorized else- 
where' in this Act for out-of-state travel. ' ^ ^ 

The "Vate of reimbursement to executive heads and key officials, including « 
members of the Legislature, for 'travel in their personally owned airplangs ijith- 
^ iti the boundaries of the State of Texas and between points of necessary of ricial 
business Q,hall be sixteen (16). cents per lilghway mile. The rate of reimburse- 
ment for other State emplo5^ees for travel in their personally owned airplanes , 
wi-thin the boundaries of" the State of Texas and between points of necessary of- ^ 
ficial business shall be twelve (12) cent^^er highway mile. * 

, b. An employee traveling by rented or public conveyance, or the com- 

mercial transportation company furnishing same,, is entitled to a transportation 
allowance equal to the actual cost of necessary transportation for performing ' 
of ficial business. The rate of reimbursement for any employee for whom funds are 
appropriated in this Act, for air transportation shall be the lowest available 
airline fare, unless the lowest available airline^fare is not available. This 
allowance shall not include federal taxes from which the employee and the State 
Government are legally exempt. Payment of said transportation allowance may be 
made by either of the following Tn§thods, upon selection by the executiv^^ead 
of the employing State department- or agency in advance of authorized official 
^ travel: ^ " ■ ^ 

VJhere the employee pays fot* public transportation from his personal funds, 
receipts for such necessary transportation, excluding receipts for bus, taxi or 
limousine f aires , shaj.1 be obtained and attached to the employee's expense account 
when submitted. Receipts as used in this provision shall be evidence that trans- 
portation was purchased o ^5 

-130- 



Executive heads of State departments and agenq^es may request commercial 
transportation companies *to furnish required transporta^Uon for official busi- 
ness to designated officials and employees of such ddpartraents and agencies, 
upon the presentation to cooperating transportation companies of transportation 
-requests approved by the head of the department or agency requesting such 
transportation. The transportation request^ shall specify the class of trans- 
portation authorized. - 

.The cost of such transportation services shall be billed monthly to the 
respective departments and agencies, and paid by the Comptroller upon the sub- 
mission of a purchase voucher showing the detail of such furnished transpor- 
tation and the approval by t^j^'^lrespective department or agency. 
• 

. To facilitate auditing and verification of such charges, transportation 
companies shall list on their billing the point of origin and point of desti- 
nation of each trip and shall also show the tax of the fare charged. The' State 
;^epartment or agency shall attach to -each account a complete statement setting 
out in detail why'each trip listed was necessary in the operation and maintenance 
of that department or agency-. ' 

c. No claim for public transportation will be paid unlesal it is in com- 
pliance with this Section. ^ A 

'3. Per Diem Allowance .t Nbne of the moneys appropriated by this Act for 
travel expenses may be expended for reimbursing the cost of meals, lodging, or 
subsistence expenses incurred in official travel ex^e/t in compliance with the 
following conditions, and limitations: | - * 

*j ^ f, • • 

,a. Rates of allowance. Each employee traveling on State business in- 
side the boundaries of the State of Texas shall be allowed, in lieu. of actual 
expenses incurred for meals and lodging, a flat per diem rate of^not to exceed 
eighteen dollars ($18). 

Each aamloyee tiraveling on State business outside of the boundaries of the 
State of TeAs shall receive reimbursement for the actual cost of mealsw lodging 
and airport parking fees, not to. exceed Thirty-five Dollars ($35.00) per day. 
When both in-state and Qut-of-state trayel occur in the same calendar day, tl>e 
rate of travel allowance for all travel in that day shall be in an amount not to 
exceed Thirty-five Dollars ($35.00) per day."* 




/ b. Day defined*, In computing the rates of per diem allowance in lieu 

of subsistence for continuous travel of more than twenty-four (24) hours^ the 
calendar day (midnight to midnight) will be the unit, and for fractional parts 
of a day at the commencement or eluding of such continuous travel, constituting 
a travel period, one-^fourth (1/4) of the, rate for a calendar day will be allowed 
for each period of six (6) hours or fraction thereof A fraction of a per diem 
period is defined to be two (2) hours or more. The four (4) parts of the cal- 
endar day for in or out-of-state travel shall be as follows :\ * , 

(1) 12:01 a.m. to 6:00 a.m. (2) 6:01 a.m. to 12:00 a.mT 

(3) 12:01 p.m. to 6:00 p.m. (4) 6:01 p.m. to 12:00 p.m. 

For continuous travel of less than twemty-four (24) hours, constituting a 
travel period which requires the securing jof lodging, s^ch period will be re- 
garded as commencing with the beginning or the travel and ending with the com- 
pletion thereof, and the per diem allowan/ce shal'l be calculated in the same 
manner prescribed in the preceding paragraph. * 

c. The out-of-state allowance shall not apply to ^ose employees whose 
duties customarily require them to cross state boundary lines in carrying out 
their day-to-day functions connected with official state business. These em- 
p^loyees shall be^ reimbursed at the rate prescribed for the regular per diem 
allowance. ^ 

d. An employee whose duties require travel for periods which do not 
require him to i^jleep away from hi^ designated headquarters shall receive a 
partiafl per diem allowance for meals rather than a per diem allowance.. Such 
partial per diem allowance shall be determined by the head of the agency and 
shall be based upon a reasonable estimate of the actual cost of the meals in- 
volved. .In computing the partial per diem allowance, the travel period shall 
commence at -the time* the employee departs from his designated headqua^rters . In 
no event will the partial per diem allowance exceed seven dollars ($7) per day. 

e. When conditions warrant it and under rates established by the agency 
persons authorizing travel may reduce the pet diem allowance for any part of an 
employee's travel, provided that such employee shall' be notified of such re- 
duced per diem before being allowed to incur any expense. It is the intention 

of this Sybsection that employees whose living costs are unusually low when en- 
gaged in travel, such as those camping* out, need not be paid the full per 'diem 
allowance. 

A traveling State employee may return to his 'headquarters daily or on the 
weekend rather than stay out at the State's expense and by so doing the ex- 
pense involved shall be considered as State business, providing however, that 
the actual expense involved, including per diem, mileage, or public trans- 
portation in retui^ing to headquarters daily or on weekends, shall never exceed 
tl:je per diem allowance the employee would have received had he remained at this 
post of duty. * ^ 

Staters business as is applied to daily round trips, shall be determined by 
computing the transportation' allowance and per diem on a daily basis, including, 
the first and last day of Jthe trip, and wheA the ttansportation allowance and 
per diem' for that day exceed $18.00 per day, only $18'. OQ for that day will be 
>^1 lowed. • * ■ ^ 

I 4 . Travel by O^^cers and Employees of " Agencies of^Hifiher Education . 

None of the moneys appropriated -by this Act may be expended for official travel 



expense incurred by members of governing boards, executive and administrative 
heads, or by any employee of State agencies of higher education except for 

l5a 



-132- 



official business' ps approved by the appropriate governing board. Official busi 
ness .shair include the formal presentation of original researches by an employee 
if before a national, international, regional, or state learned society, '^and if 
the travel for such purpose has been approved in advance. 

For the purpose of either in-state or out-of-state travel, however, the re- 
•'"St^tive governing boards may delegate their authority to authorize and- approve 
ofn.cial travel reimbursements from appropriations made in this Act, to presi- 
dents, chief executive heads, vice presidents or deans heading State systems, or 
^particular agencies of higher education, o% to fiscal officers of such systems 
or agencies; provided, that such delegations of authority shall specify the kind 
or nature of official travel to be approved and the termination date of such 
delegated authority, that such delegations are entered in the official minutes 
of the governing board and that a copy of siich delegations is filed with the 
Comptroller. 

xceptions to the Per Diem and Trave 1 Allowances . 

a. ^Judicial officers authorized by law and executive heads of State 
agencies, inc^^luding the'^Executive Director of the Legislative Council, shall 
be' reimbursed for their actual meals, lx)dging and incidental expenses (ex- 
clusive of expenses related to automobiles for which transportation allowance 
is paid as provided by Section 14a of this Article) when traveling on official 
business either in or out of the State. 

c. 

b. Employees of the Governor's Office and empljoyees of other State 
agencies designated by tha Governor to represent him at 'governmental meetings 
or conferences when held ^t of the State shall receive actual meal, lodging, 
and incidental expenses. State officials and employees whoNh^vel to represent 
the Governor at governmental meetings or conferences may be reimbursed for their 
expenses 'out of appropriations made to the agencies by whi^h they are employed. 

6. Restriction on Foreign Travel. Article 6823a R. C. S., Section 5 
"S.ection 5. Any travel connected w~ith official business of the State for which 
reimbursement for travel expenses incurred outside the United States is claimed, 
must h^ve the advance written approval of the Governor. Trav^^l to Mexico, Can- 
ada, Hawaii, and Alaska does not require the advance written approval of the 
Governor. " 

7. Student Travel Expense Reimbursement , Students traveling as members 
of a group on behalf of Midwestern University, such as Basketball Team, Choir, 
etc., will be provided expense money or expenses by the faculty member attending 

the group on the basis of actual expenses, tq,. the extent that funds are 

available. ^ 

C " 
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If adequate funds are not available for all expenses, studints are to re- * 
ceive an equal amount to assist in paying their expenses. The balance of ex- 
penses not paid is to be borne by each student* 

Travel required by ind|ij.vidual students in performing duties in conjunction 
with work assignments are to be' reimbursed to the student on the basis of actual 
expenses only. These are to be the cost of oil, gas, meals, and lodging. Re^- 
imbursement will be made only when such travel has been previouslyv^pproved o> 
a properly executed Application for Leave of Absence and claim for refund has 
been submitted on a standard travel voycher form- 
Student travel cannot be r§lmbursed on trips that are related to cours^^s 

acVil 



taken for credit hours. Only facVilty and staff under full-time contract witli 
Midwestern University may be reimbursed for such expenses. 

All student travel involving expenses to the University must be cleared 
in advance to determine ^hat funds arej^ availab le and for those funds to be 
placed in reserve- for that specific purpose. 

SECTION 15« EMPLOYMENT POLICIES AND PROVISIONS 

1- Discriminatory Practices . ^None of t^he funds appropriated in this Act 
shall be expended by agencies which practice^iscriminaTion based on race, 
creed", sex or national origin. The State Attorney General shall be specifically 
responsible for^ the enforcement thereof upon the request of the Governor. 

2 . Method of Salary ' Payments T 

a. All annual salaries appropriated by this Act shall be paid in 
twelve (12) equal monthly * installments , except as otherwise provided in Arti- 
cle II of this Act'. This paragraph shall not be construed so as to prevent 
the head of any other agency of the State from paying less than the maximum 
salary rates specified in this Act for li^we-item positions, or the employment 
of part-time employees to fill regular positions provided for in this Act, so 
long as the salary rates for such part-time employees are prq^yortional to the 
regular rates for full-time employment. 

It is further provided that agencies of higher education and the schools 
for the blind and deaf in Article IV of this Act which make contracts for less 
than a twelve-month period may pay salaries in equal monthly payments for the 
period contracted for* ^ * 

b. No deduction shall be made from the salary or wages of any State 
employee who i& called for jury service; nor shall such employee be required to 
account to the State for any fee or compensation received for jury service* 

c. None of the moneys appropriated under this Act shall be used for 
the payment of salaries to any employee who accepts witness fees in contra- 
vention of the following provisions: * .... 

Any state official or employee called to appear in his official capacity 
in any judicial action or legislative investigation shall neither accen|: nor 
receive any witness fefes for such a governmental appearance; 

Bu^ if the appearance as a witness is not in an official capacity but is to 
testify from personal knowledge concerning matters related to the inquiry, then 
such employee or official shall be entitled to any customary witness fees;^^ 
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And any state /"employee or official appearing as an expert witness shall be 
entitled to accept \compensation for his appearance only when such appearance 
shall be made on his own time; . 

But thi'S prohibition .against accepting compensation shall^not extend to any 
mileage or per diem allowance tendered to the state employee or official for 
expenses incurred while serving as a witness, unless the state official or 
employee has also made acclaim for su^h expenses against the state, and in no * 
instance shall there be double reimbursement for expenses. 

d. Overtime . In order to reimburse employees for work performed- in 
/excess of the working hours required by Acts 1963, 58th Legislature, page 184, 
Chapter 104 (c^fied as Article 5165a, V.A^C.S.) it is req|ired that compen- 
satory time be granted at the .rate of >"l/2 times the overtly performed within 
the same month (pay period) that said overtime was accrued. ^ the case of 
hospital employees, said employees shall be reimbursed witb^ompensatory time 
at the rate of 1-1/2 ti^es the overtime accrued in excess ofNighty' (80) hours 
over a fourteen (14) day consecutive period. 

This provision shall not apply to medical personnel and employees employed 
in a bona fide executive, administrative or professional capacity, including 
any employee employed in the capacity of academi© administrative personnel or 
teacher in elementary or secondary schools. Compensatory time for those em- 
ployees excepted from this provision shall be determined by the Administjrator 
of the agency or institution involvedT^ Provided, however, that any agency or 
institution subject to the Fair Labor Standards Act, as amended, is authorized 
to reimburse employees for^all authorized overtime by granting compensatory 
time as specified above or'^by paying money from fiJnds appropriated by this Act 
at the rate of 1-1/2 times the regular rate for the overtime performed. 

3. Salary Payment , Withholdings , Deductions, and Matching ContributJ^ons . 
The disbursements of moneys appropriated in this Act for salaries and wages 
shall be* subject to the provisions of Public Law No- 68, Seventy-eighth Con- 
gress, known as the Current Tax Payment Act of 1943, and any amendments thereto. 
The officers and employees of agencies for which ^appropriations are made in 
this Act also are authorized to make retirement deductions in accordance with 
the Teachers Retirement or Employees Retirement or Judiciary Retirement Acts 
on payroll forms prescribed by the State Comptroller, and the Comptroller is 
directed to issue warrants accordingly. 

In each instance in^which an operating fund or account is create^d by the 
provisions of this Act, the responsible officials of the State are authorized 
to transfer into such operating' fund or account sufficient moneys from local 
funds and Federal grants of funds to pay proportionally the costs of matching 
State employees retirement contributions and the State's share of Old Age and 
Survivors Insurance . 
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4 . Salary Payments . 



a. Any employees who distribute their time and duties between general 
administration, instruction, organized activities related to instruction, and 
the management of auxiliary enterprises, may receive their total salary pay- 
ments in proportionate parts from such activities and from the appropriated or 
available funds therefore. 

b. The rate of the salary paid an employee of any educational institu- 
tion named herein for services during a summer session shall not exceed the 
salary rate paid the employee for the same or similar serviced in that institu- 
tion during the preceding long session. 

c. Full-time employees on twelve ,(12) months basis may receive not 
more than Thirty-six Hundred Dollars ($3,600) for correspond(^nce course and/or 
extension center teaching and may not be paid additional money for summer 
school teaching; and full-time employees on a nine (9) months basis may be 
paid for ^correspondence and/or extension center teaching or si^ramer school or 
other services during the remaining three (3) months of the fiscal year, but 
may not receive more than Thirty-six Hundred Dollars ($3,600) per annum for 
correspondence course teaching during the fiscal year and/or extension centjsr 
work during the regular nine (9) months session. 

d. None of the funds . appropriated to the agencies and institutions of 
higher education enumerated in this Act shall be expended in pajrment of salary 
or other compensation pf any faculty member or employee who advocates the 
overthrow of the Government of the United States of Ameriaja, or any State, by 
force, violence or any other unlawful means. 

e. Reporting . (1) Teaching Load Reporto Within thirty days follow- 
ing the close of registration for each fall and spring semester, the General 
Academic Institutions are required to file with their respective governing 
boards a teaching load report that will include for each teacher evidence to 
Show compliance with a minimum standard teaching load requirements. For those 
teachers who do not meet the minimum standard requirement, the report must in- 
dicate what fraction of time is paid from Faculty, Salaries and what other 
aQslgnment is made for the remainder of the 'faculty member's time, and the 
source of funds for payment of his salary other than the appropriat^ron item, 
"Faculty Salaries." 

(2) Small Class Report. The General Academic Institutions of 
this State shall offer only such courses and teach such classes as are economsL- 
cally justified in* the considered judgment of the appropriate governing board. 
Therefore, along with the teaching load report, each General Academic Institution 
must file a Small Class Report (excluding individual instruction courses) in- 
dicating department, course number, title of course, and name of instrudtor. 
Small classes for the purpose of this report are defined as follows: Under- 
graduate-level classes with less than ten registrations, and Gr;aduate- level 
classes ^ith less than five registrations, such inventory count date to be the 
close of registration. ^ ^ 

These reports indicating the approval and comments, as appropriate, of the 
institutional president are to be filed 'with the governing boards f or ^)inf orma- 
tion, and are to be available for public inspection,, 

f. Salary Reporting, None of the funds ' appropriated to institutions 
of higher education by this Act shall be expended for pajrment of salary to any 
person wtiose saiary is being supplemented from other than appropriated funds 
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until a report showing the amount of salary being paid from other sources has , 
been reported to the Secretary of State. ^ 

SECTION 16 • WORK BREAK 

1. Full-Time Employees. , Full-time femployee^ will be entitled to two 
fifteen minute breaks per day^ 

2. < Part-Time Emp loyees , Part-time employees who work four consecutive 
hours will be entitled to a fifteen minute breako 

SECTION 17. N0N-AX:ADEMIC EMPLOYEE OFFICE HOURS f 
(This includes all employees on the 40-hour^week) 

Midwestern University Administrative and Staff office hours will be 8:00 
a.m. to 5:00 p.m. Monday through Friday. 

The full-time employee work/iveek will consist of forty hours. The senior 
administrator of each office will schedule each of his employees to a 40-hour 
week^and be held responsible for the 40 hours of each employee's service. 

S&CTION 18. HOLIDAYS 

\ f 

1. Legal Holidays . Aa^irovided ^ law, t;he Board of Regents, may adjust 
the State Legal Holidays to permit eff^^nt academic schedules. The holiday 
schedule will be as listed annually in the ''faculty bulletin. Each department 
head has the authority to adjust various holidays to fit any special nee(fe' t)f 
his individual department ^subject to the approval of the appropriate Vice Presi- 
dent or the President-/ 

2. Substituting HolidayS u Any employee v7ho is required to work on any of 
the holidays me/ntioned above, and who does x^^ork on any of the said holidays, 
shall be entitled to compensating time off, ^^^ith pay, on such day as may be 
mutually agreed upon by the employee and his supervisor. 

SECTION 19. RETIREMENT PROGRAMS 

1. Teacher Retirement System of Texas . All regular employees of Midwestern 
who xijork one-half tim^ or more are automatically members of the Teacher Retire- 
ment System, of Texas tjnless they are eligible and elect to participate in the 
Optional Retirement Program . A $5.00 annual membership fee and six' per cent 
(67o) of the employee's annual salary up to $25,000.00 in any given fisca^l year 
is deducted from the employee** s monthly salary- The amounts deducted are de- 
posited to the individual's account in Austin and draw interest from September 
1 of the follox^7ing year. These deposits (not including the membership fee) may 
be v7ithdra^^rn x- jhen t he emplavee leaves the employment of the State. Contribu- 
tions Are matched by the State and the State's matching becomes vested after 
ten years of pdrticipatioij. Further details are available in the Business Of- 
fice . 

K 
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2. Optlooal Retirement Program , Pursuant to Chapter 729, Acts of the 60th 
Legislature, Regular Session, 1967, the Board of Regents of Midwestern authorized 
the establishment of an optional retirement system in lieu of active membership 
in the Teacher Retirement System of Texas. The program was made available as of 
January 1, 19^59. Two carriers of the progtam were approved by thfe Board of Re- 
gents, (1) *Southvestern Life Insurance Company, and (2) Teachers Insurance and 
Annuity Association and College Retirement Equities* Fund (TtAA-CREF) .^^ Employees 
eligible to participate in the Optional Retirement Program as. provided by law 
include: ^ \ 

• »a. All full-time faculty members appointed at least k\ months. 

ft • » . 

■ b. All full-time adminiatrative , research or professional personnel 
appointed for at least 4^ months, excluding any person employed in a position 
wbich would be in the classified personnel pay plan of the institution if Mid- 
western had a classified p_ersonnel pay plan . The Vioe President for Business 
Affairs shall have the responsibility of ruling on t^e 'eligibility of those 
individuals in question. ^ ^ 

c . A full-time person who enters the Program and later reduces to^ * 
part-time status will remain eligible for the Program , 

0 

/ ♦ 

Eligible individuals for membership in the Optional Retirement Program who 
were employed prior to January 1, 1969, may choose to participate in 'the Pro- 
gram no later than the first day of August, 1970. Eligible individuals employed 
January 1, 1969, or later, shall within ninety days following the date of employ- 
ment, elect to participate or not to participate in the Optional Retirement Pro- 
gram. A person is automatically considered a member of the Teacher Retirement 
System of Texas unless he elects to -participate in, the Optional Retirement Pro- 
gram . Individuals who choose to participate in the Optional Retirement Pro- 
gram will not at a later date have the privilege of transferring back to the 
Teacher Retirement System of Texas. The amount of withholdings from the par- 
ticipatTt^s earnings and the -amount of matching by the State aire the same a- 
mounts as under the Teacher Retirement System of Texas; the only difference 
being that there is no alnnual membership fee for the Optional Retirement Pro- ^ 
gram but rather an administrative charge by the carrier of the Optional Re- 
tirement Program which is charged against the individual's contributions . ^pon 
receipt of signed authorization, the Business Office will handle deductions for 
optional retirement on a Tax Sheltered Basis. The State's matching contribu- 
tion becomes vested after more than twelve months participation in the Optional 
Retirement Program by the individual. Additional information is available in 
the Business Offie©^ 

Section 20. -medical insurance 

1. Full-time employees may at their option, purdhase Medical Insurance on 
a group plan for Midwestern University from Blue Cross-Blue ^hield of Texas pay- 
ment to be handled on a payroll deduction basis. ^ The Midwestern University 
policy offers hospitalization benefits, medical-surgical benefits, maternity 
benefits, accidental injury supplement. Major Medical benefits, and related 
coverages. For additional information contact the Business Office^ \ 

^* Staff Benefits , A maximum 6f $12.50 per mbnth shall be paid by the 
University hospitalization coverage for all full-time employees, who are members 
of the University's group hospitalization coverage. 

Faculty members that are not %mployeed for either or both of the summer 

terms can receive the $12.50 credit for the summer months if they are on con- ^ , 

tract for the next academic year and If they make advance payment of their 
share of the Insurance premiums for the three months concerned. ; 
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SECTION 21. TAX SHELTERED ANNUITIES 

I 

Full-time employees tnay participate in a tax sheltered annuity program of 
Southwestern Life Insurance Company, payment to be handled on a payroll deduc- 
tion basis. For additional information contact the Business Office. 

SECTION 22. MEMBERSHIP DUES AND REGISTRATION FEES 

None of the moneys appropriated to the University may be expended for dues, 
registration fees or any kind of similar expense, incurred in joining or attend- 
ing any 'type of otganization, unless the membership is in the name of the Uni- 
versity. " . 

SECTION 23. MISCELLANEOUS STATUTES 

Reporting Appearances Before Federal and State Agencies . The Governor's 
office may require agencies of the State of Texas appearing before Federal 
agencies or agencies of other states, to submit in writing to the Governor the 
purpose of such meetings and expression of the policies of the State agency 
concerning the subject matter of the meeting. After reviewing the policies, 
the Governor may require the State agency to conform to the policies of the 
State. of Texas as outlined by the Governor and the Legislature before funds 
appropriated in this Act may be expended for necessary travel and other ex- 
penses connected with such appearances. 

SECTION 24. SAFETY ^GULATIONS 

Safety regulations, along with all other precautions normally expected are 
enforced by alert assistance from all employees. Unsafe conditions and prac- 
tices creating fire hazards or any other hazardous conditions should be ore- 
ported immediately to the Chief of Midwestern University Police Department. Any 
evidence of molesting or destroying fire equipment or other safety precaution ^ 
devices, or any evidence of its inefficiency, should be reported promptly. 

SECTION 25- UNIVERSITY POLICY FOR THE USE OF CHARTER AIRCRAFT 

Effective immediately all sponsored air travel involving two or more staff 
faculty arfd/or students will utilize only those aircraft and aircraft operators 
which meet one of the following requirements* 

1- Commercial Air Carriers -Regularly Engaged in Scheduled 
Passenger Air Transportation . 

"Scheduled air transportation" means the authorized transportation 
s of passengers by aircraft belx^een the same two points with at least 

the following frequency: 



J 



ERIC 



-139- 



a. Two flights, or one. round trip, a week on the same day or days of 
the week for eight or more weeks in any 90 consecutive days; or 

b. A total of 36 or more flights or 18 or more round trips in any 90 
consecutive days, * ^ 



2. Supplemental Air Carrier , 



Supplemental air carrier is an operator of large aircrafts (over 12,500 
lbs. gross weight), certificated by the Federal Aviation Administration 
under Part 121, subpart C, Sec 121.41 of the Federal Aviation Regu- 
lation's (14 C.F.R.). * 

3. Air-Taxis . 

' a. Commercial operator using small aircraft (under 12,500 lbs. gross 
weight), certificated by the Federal Aviation Administration under 
Part 135 of the Federal Aviation Administration (14 G.F.R.). 

• 

b. Commercial operators using large aircraft (over 12,500 lbs. gross 
weight) certificated by the Federal Aviation Administration under 
Part 121, Subpart C, Sec. 121.41 of the Pederal*l^iation Regu- 
lations (14 C.F.R.). • ' ' / 

4. Foreign Air Travel , « ^ ^ 

• Air travel to or in foreign countries by institutional groups shall be 
arranged only through commercial air carriers regularly engaged in 
^ scheduled passenger air transportation as defined above- 

5. Aircraft Furnished by College or University Benefactors . 

Such aircraft and crew must qualify under all regulations as to aircraft, 
^ crew, and insurance as outlined for* Air-Taxi operations. 

Such aircraft operator shall provide £he college or university with the follow- 
ing information (D6es not apply to^c^ertif icated scheduled air carriers): 

1. Type of certificate* 

2. Certificate number. 

3. Date issued. * 
4k Expiration date. 

5. Type and registration number of aircraft authorized. 

6. Federal Aviation Administration Flight Standards Office having 
jurisdiction over certijEicate holder. ^ 

7. Schedule of insurance coverage in effect, showing insurance 
companies, policy numbers, tjrpe, amounts , periods of coverage 
and special conditions^ exclusions and limitations . 

/ . > 

^^nsurance Requirements: 

The carrier x^ill furnish a certificate of insurance to the chartering 
institution providing for coverage of not less than $75,000.00 per 

^ . 161 

ERJC -140- 



i 

^ ^ passenge^ and a "rider^' naming the institution as, an additional insured 
shall also be furnished. ^ * 

Flights by Institutional Personnel: 

No flights shall be piloted by institutional personnel, with staff, 
faculty, studen^ or prospective studenty aboard, unless the pilot 
and co-pilot (if \^ co-pilot is required) possesses a commercial 
license and an instrument rating, \ . 
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Absei^ce from Duty (faculty), 72 
AbsendeHeport, Emei^ency (students), 80 
Absence from the State, 113 
Absenteeism (non-academic employees) , 
i 27 

Academic Freedom, 56 
Acadelmic Regulations (students), 80 
Academic Responsibility, 56 
Academid^tendards (students), 80 
Accounting System and Financial 

Records , 104 
Admission Tickets, 120 
Admission to University Events, 7 
.Addresses and Telephone Numbers, 73 
Aircraft, Polic^or Use of Charter, 139 
Alcoholic Beverages, 42, 48, 82, 113 
Alumni Activities , 113 
American Association of University 

Professors, 78 
Annuity Program, Tax Sheltered, 139 
Appearances Before Federal and State 

Agencies, Reporting, 139 
Architectural Fees, 118 
Arena Theatre, Policies Relating to, 7 
Athletic Departments, 114 
Auditorium, Policies Relating to, 7 
Audits, 104 

Authority to Obligate Funds, 108 

.Budgets, 102 
Building Construction, 118 
Building Hours and Keys (students), 85 
Bus, Use of, 126 

Calendar, Master, 28, 92 ' > 

Cash Receipts and Deposits, 105 

Cash Registers, Use of, 120 

Cash allies Receipts, 120 

C.C.T.V. , Use of, 78 

Center Director, Policies Relating to, 7 

Center, Policies Relating to, "7 

Change of Schedule, 80 

Charge Sales, 120 

Charges Against Students, Loss^'or . 

Damage, 120 • . 

Cheating by Students, 76, 84 
Class Attendance (students), 80 
Class Size, 71 - c> 

Classrooms and Offices, 70 163 
Clearing Account, 106 
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Clinics, 76 . . - 

Commencement, 72 
Communications, 69 
Construction Projects, 117^ 
Contacts with State Board of Control 

and Vendors, 109 
Contracts, Architects, 118 
Contracts, Supplies, Equipment, 

Seryices, 118 
Copyrights, 30 
Court Representation,. 116 
.Credit Union-r 11 

Demonstrations and Unlawful 

Assembly of Employees, 12 
Demonstrations and Unlawful' 

Assembly of Students, 83 
Depositories, Local, 106 
Deposits, 105 

Development Leaves, Faculty, 23 
Development Lefeves., Staff, 21 
Disbursements ,118 
Disciplinary Procedure ' (students) , 85 
Discriminatory Practices, 3, 134 
Dismissals, Faculty, 58 
Distinguished Achievement Award, 5 
Distinguished Service Award, 5 
Dropping a CoOwrse, 81 , 
Drugs, 12, 84 

^mbossed or Engraved Printing, 112 
Emergency Leave, 27 - 
Emeritus Appointm^jnts , 13 
Emijloyees as Students, 13 • 
Employment Policies , 60, 134 
Employment Procedures; 1^ 
Evaiuation, Annual (faculty), 62 
Examinations (classroom)/ 74 
Excess Obligations Prohibited, 108 
Expenditure Provisions, 110 
Ex~Student Membership, 52 
Extramurals, 54 

Facilities, Use^, 126 
Faculty Advisers, 82 
Faculty Benefits , 65 
Faculty Senate, 78 
Faculty-Staff R^ations with Students,^ 
Falsification of Records (students), 84 



Federal or Foundation Support, Develop- 
ment of Prof)Qsals for, 50 
, Federal Funds, 106 

Field Trips, 76 

Financial Aid (students) , 100 

Financial Reports, 105 

Financial Responsibility (students) , 84 

Firearma, Fireworks, and Explosives, 
41, 82 ^ 

Fiscal Year, 102 t 

Food Service, 97 

Funds, Authority to Obligate, 108* 
Gambling, 42, 82 

Gifts of Money, Acceptance of, 106 

Grade Books ,75 

Grade Distribution, 75 

Grades, Mid-Term-, 74 . 

Grades, Changing, 75 / 

Grades , Reporting , 74 

Health Service (students), 93 
Holidays, 137 . ^ 

I-D. Cards, 18, 84 
Incentive Grants/Loans , 68 
Infirmary, 94 

Injuries, Payment for, 117 
Institutes, 76 
Insurance, 113 
Intercollegiate Athletics,^ 52 
Inter-departmental transactions , 109 
Intramurals, 54 

Inventory, 121 ' 
Keys, 19 

Late Arrival and Early Departure 

(faculty) 72 
Late Registration, 80 , 
Leaves of Absence , 21 
Legal Counsel, 116 
Library, 76 
Lists, Sale of, 120 
Local Income from Educational 

Activities, -105 
Lost and Found, 28 

Master Calendar, 28, 92 
Materials and Equipment,. Use of, 49, 73 
Maternity Leave, 27 \ 
Medical Care, 28 
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Mediqal Excusers from Class' 

(students), 94 > 
Medical Insurance (faculty- staff), 138 * 
Meetings, Attendance, 72 
Membershi|D Dues, 139 ' , . ' 

Merit Rating (faculty) , 62 ' 
Military Leave, 27^ ' ' 14. 

Minutes, Board Meetings, 104 
Money from Students, Acceptance of, 73 
Moving Expense^, 114 
Museums, Phohiblted, 11^ 

Naming Buildings, 6 

Nepotism, 28 ' • 

New Faculty Orientation, 71^ 
News Releases, 72 ' ^ 

Non-Discriminatory Statement, 3^ 134 - 

Objectives, 2 

Obligations, Excess (appropriations) , 108^ 
Obstructing Streets, Sidewalks, 43, 83^ 
Off-Campus Speakers, 29, 91 
Off-Campus Speaking and Performance, 52 
Office Furniture, 110'* 
Office Hours (faculty), 73 
Office Hours (non-academic empl.), 137 
Office Telephones, U?e of, 48 • . 
Official Notice, Response to, 

(students), 84 
Organizations (faculty), 78 , ' 
Organizations, Policies Relating to. 

Student, '95 ; 
Out-of-Toyvn Trips (students), 92 
Outside Employment, 29 
Overtime Work, 135 

Parades and Processions, 42, 83 
Parking for Faculty^and Staff, 30 
Part-Time Faculty, 64 , • , * • 

Patents, 30 * 

Permanent Record Entries (students)! 82 
Personal Conduc(, Standards of, 46 
Personnel Records, 31 • . • ^ 
Philosoph-^ 1 ^ 
Physical Education Building , Policies 

Relating to, 7 
Physical Examinations (faculty and 

staff), 31, 71 ; . 

.Physical Examination^ (students), 93 
Physical Plant Orders, 109 
Plagiarism, 84 ' ' 

Police Administration and Regulatory • 

Ordinances, 31 ^ 
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Police Department, 84 

Police Equipment, 112 

Political Aid and Legislative ' 
Influence*/ 1J5 ^ * ■ 

Postage, |^urchase of, 112 

Presidents* Homes, 113 

Prison-Produced Goods, 116 

Promotion (faculty) , 63 

Property, Acquisition of, 110 

Property, Deletion, 121 
. Property, Lost, Stolen, Damaged, 121 

Property, Transfers/ 121 

Property, Use of University, 126 . 

Publications, 30 
^ Publications Board, 43 " 

Publications Policy, 43 

Public Information Officfe, 51 

Public Office, 72 ^ 

Publications, University, 52 

Publioity of Individuals, 111, 
'purchases, 108 " . 

Purchasing Deadlines, 110 

Purchasing Ethics, 109 

Receipts; 1Q5 >. . 
Receiving Reports , 110 
Recruitment and 'Resignation faculty), 61 
, Recruitment, of Students , 112. - 
Registration Fees, 139 -F- ' 

Reimbursem^ents ^and Payments , . 107 , 120 
Religious Liffe (students), 10,0 
•Rented4/Iachines and Equipment, 111 
Requisitions, 108 

Research Grants , 66 ' 

Reserving University Facilities , 9.2 
5 Residence Halls , 97 

Retirement, 44 
^Retirement Programs , 137 ■ 

Revolving Fund, .107 ^. 

Safe Cpmbinations , 108 

&afety Regulations, 139 

Salary Deductions , 135 

Salary Payments, 134, 13.6 ^ 

Salary Reporting , 136 .1 

Sales, 119. ; 

Security, Building Hours and Keys ^ 
(studenfs), 85 . 
. Seminars, 76 
Short Courses, 76- 
Sifck L6ave; 25 
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Signs and' Posters, 'Erecting and 

Painting, 85 
Small Class Report, 136 
Smoking, 45, 73 
Social Security, 45 
Solicitation by Salesmen (fa^culty 

and jstqiff) , 45 • 
Solicitation of Funds , 45, 50 
Solicitation of Students , 83 
Standards of Conduct (students), 8 
Standards of Personal Conduct, 46 
State Property, Accounting and 

Responsibility for Uste of, 122 
Station Wagons, Use of, 127, 128 
Student Activities , 9 6 
Student Evaluation of Class 

Instruction, 75 \ 
Student Information by Phone, 101 
Student Service Fee, 99 
Summer School Teaching, 65 ' ,^ 
Supplies and. Equipmpnt, 108 
Surplus Products and Equipment, 
Syllabi of Courses, 75 

Teaching Load, 70 

Teaching Load Report, 136 ^ 
•Telephone Calls, Long Distance, 48 

Telephone, Direct Distance Dialing, 
' Telepl^ones , Pay Station, 121 
^Telephones, Unlisted, 112 

Television Stations ^Prohibited, 113 

Tenure, 57 - 

Termination of Employment, 17 

Texas Association of College 
; Teachers, 79 

Textbook Adoptions , 30, 71 * 

Traffic and Vehicle Regulations , 33, 84 

Traffic Hearing Board, 90 

Travel Regulations, 129 

Travel (students), 92 

Trespassing, 43, 83 "^"""^ , 

Tutoring, 76 

Typewriters, Executive, 111 

University Calendar, 92 
. University Dames , 48 , 

Unlawful Demonstrations and 
^ Assembly, 12, 42, 83 

Vacation Leave, 24 
Vehicles, Passenger, 114 



vending Machines, 120 
Vocational Teacher Training, 114 ' 
Vouchers, 118 

Walking Privileges, 76 
Withdrawal, Enforced, 81' 
Withdra^wal, Voluntary, 81 
Work.^ak, 137 
Workshops, 76 
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